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CHAPI'ER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to make a .comparative analysis of 
current textbooks in secretarial practice. 
Analysis of the Problem 
In comparing the textbooks, the content of each was carefully 
studied; and the data were tabulated and analyzed to answer these 
subordinate problems: 
1. To determine the purposes of the textbook as stated by 
the author 
2. To determine the secretarial duties discussed in the content 
of each textbook and to compare these duties with the list of 
secretarial duties compiled by Charters and Whitley1 
3. To determine the topics covered by illustrations presented 
in each textbook 
4. To determine the number of questions, problems, and projects 
presented in each textbook 
5. To determine the character and personal traits emphasized 
by each textbook and to compare the traits with the list of traits 
compiled by Charters and Whitley 
1 
Charters, w. w. and Whitley, I. B., Analysis of Secretarial 
Duties and Traits, Williams & Wilkins Company, Baltimore, Maryland, 
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Justification of the Problem 
The problem for this research study arose out of actual experience 
in the teaching of secretarial practice to private business school 
students. The necessity for determining the proper textbook to be used 
brought to light the fact that only a small number of textbooks was 
available, that very little research had been done on current 
textbooks, and that the contents were very diversified. In order to 
solve the writer's problem and to help other teachers who have the 
same problem at different times, the study was considered appropriate 
for making a comparative analysis of textbooks. 
Scope of the Problem 
Several textbooks have been writt en for the high school practice 
course to be used as a finishing or twelfth-grade course for public 
high schools. This study was limited to a comparative analysis of 
textbooks which, according to the authors, have been written 
specifically for business school or college students. This was done 
because the writer's interest was on the post high school level. 
Definition of Terms 
The following definitions are adapted from the Dictionary of 
1 
Education: 
1 . Goode, Carter V ., Editor, Dictionary of Education, McGraw-Hili 
Company, New York, 1945. 
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Business College (Private Business School). This term refers to 
a "privately operated educational institution offering courses 
(varying in length from a few months to 4 years) in preparation for 
technical business occupations such as stenography and bookkeeping; 
rarely empowered to grant degrees." 
Secretarial training course. The secretarial training course 
refers to "instruction and practice in the duties performed by 
secretaries, given at • • • the college level." 
The secretarial practice course generally includes representative 
problems of stenographers and secretaries, determined by related 
principles of office management and organization. Usually courses in 
shorthand theory, typewriting, advanced dictation and transcription, 
and sometimes business correspondence and business English must be 
completed before a student is permitted to take this course. 
Organization of Study 
In Chapter I, the problem has been defined and delimited. 
Chapter II consists of a review of the more important literature 
related to the problem. Chapter III gives the detailed procedures 
used in this stuqy, and Chapter IV contains the analyses and 
interpretations of the data. Summaries are made of some of the 
separate sections of Chapter IV. The final chapter contains the 
summary, conclusions, and recommendations for further study. 
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CHAPrER II 
REVIEW OF RELATED LITERATURE 
Many articles have been written in periodicals about the 
development of secretarial practice in relation to activities, 
projects, bridging the gap to office work, and intensive procedures. 
The actual research in this field is very meager. Of the literature 
reviewed, two theses, a service paper, a textbook presenting the 
general subjects considered in analyzing textbooks, and a survey by 
the National Office Management Association were considered most 
important and will be reviewed in this chapter. 
In a thesis entitled "An Anal ysis of Workbooks in Economic 
1 Geography," by Robert E. Sheehan, a survey was made of the various 
activities for high s·chool students i n workbooks in economic 
geography. Five objectives were used as guides in conducting the 
study. They included obtaining data on the contents of workbooks, 
determining the extent to which workbooks might aid pupils in their 
study, making a comparison of the activities, determining the teaching 
aids provided, and providing da.ta for aiding in the interpretation of 
the physical construction of workbooks. 
In this study the completion exercise was favored. Twenty-six 
per cent o£ the activities were study questions; nine per cent o£ 
• 
all activities considered were composed of the listing of names, 
1
sheehan, Robert E., An Analysis of Workbooks in Economic 
Geograph~, Unpublished Master's Thesis;-Boston University, 
1949, 82 PP• 
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objects, products, and places; map exercises appeared in all workbooks; 
and the number of graph and diagram exercises and photographs showed 
that little emphasis was placed upon them. Class reports appeared in 
six of the eight workbooks; charts, true-false items, and general 
activities were very infrequent. 
The author recommended that a 11 time-analysis study should be made 
to bring out the differences in the relative amount of time that it 
requires high school students of economic geography to perform 
different activities, such as map completion , and study questions.n1 
11 The Preparation of a Textbook on General Office Duties" was 
2 
written in 1947 by LeRoy A. Brendel. The study was concerned with the 
question, 11What should be taught in clerical typewriting?" A series 
of applied typewriting clerical assignments for bookkeeping and 
accounting majors in a business college was prepared. These 
assignments were to be indicative of duties that graduates of a 
business college would probably be called upon to use in their ini·tiial 
positions . Proficiency in minor clerical duties was also stressed. 
Three typevvritLng textbooks and two other publications that 
stressed or could be used for stressing type-«.riting as foundation for 
a course were reviewed briefly by the number of times each kind of 
paper or type of work was found in t he textbook, and each textbook 
was criticized favorably and unfavorably. 
1 
Ibid, P• 78. 
2 Brendel, L. A., The Preparation of a Textbook on General Officre 
Duties, Unpublished Master 's Service Paper, Bos·ton University, 1947, 
S3 PP• 
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accounting curricula of the business school was made; a survey to 
determine the extent of typewritten work in initial positions by 
graduates was made; textbooks were checked to ]determine the extent of 
various material covered; and areas of course !content were established. 
The author suggested that students should be given more experience 
in filling out various business forms, that a survey should be made 
of graduates who had used this textbook and revisions made as 
that practice in dictation direct to the machine be provided, that the 
J 
I 
possibility of having business men address the class be investigated, 
that stress be given to acceptable work the first time tl~ough 
production jobs, that field trips be planned to further the incentive 
for acceptable work, and that more time be devoted to teaching 
short-cuts. 
In Brownfield1 s1 thesis entitled "A Comparative Study of Textbooks 
in Secretarial Practice," the purpose was to make a study of 
secretarial practice textbooks used in secondary schools. This 
involved determining the duties of secretaries based upon the content 
of five secretarial textbooks for secondary school use, of 
determining various ways used in aiding the student to understand the 
duties, in determining methods used for discussion and practice of 
material, and in determining secretarial traits necessa~J to the 
success of a secretary. 
1 
Brown_field, Lelah, A Comparative 
Secretarial Practice, Master's Thesis, 
78 PP• 
c~=-= ~~=~==---=-=----
Study of ,Textbooks in 
New York 
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The author of this thesis found considerable agreement among the 
textbook authors as to the duties which should be included but 
considerable disagreement as to what additional duties should be 
included. The textbooks varied in discussion and method of treatment 
of duties; they showed a marked difference in the amount of equipment 
required to perform the duties; some textbooks required actual projects 
while others relied upon exposition of the material. The textbooks 
showed great weaknesses except on letter writing and filing; some 
material was included in all textbooks on the development of 
secretarial traits. 
E. G. Blackstone and s. 1. Smith, authors of "Improvement of 
Instruction in Typewriting," have stressed in this book that because 
there are so many textbooks on typewriting on the market, true analyses 
must be made in order to determine what is best sui ted to a particular 
problem. They suggest that the following points be carefully 
considered. 
1. Author's claims 
2. Author's qualifications 
Practical experience 
Teaching experience 
Own acquaintance with research 
Other writings 
Reputation 
3. Mechanics of book 
Size 
Binding 
Size o:f type 
Quality of paper 
Illustrations 
4. Cost 
5. The publisher 
Reputation 
Service 
7 
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Subject matter 1 
Methods of presentation 
The writer's problem was principally one of subject matter, 
illustrations, questions, problems, and projects, and character and 
personal traits. Consequently, other factors mentioned in the preceding I 
list were not considered in the study. 
The National Office Management Association recently conducted a 
survey on Vocational Requirements 2with selected business men in the 
country to determine suggested standards for beginning office jobs. 
In Survey Summary Number 10, 1950, three questions and answers were 
summarized relative to job specifications which are related to this 
study. To the question, ''Do you have job specifications for the job 
of beginning stenographer?" 90 per cent answered "yes," 9 per cent 
11no," and 4 per cent did not reply to t.his question. To the second 
part of the question, "If so, are they educational, proficiency, 
physical, mental ?11 88 per cent checked "educational, 11 67 per cent 
"proficiency," 83 per cent "physical," and 83 per cent "mental." 
The foll~dng tabulation shows percentages of requirements of 
business based on the replies of business men relative to specific 
physical and mental characteristics of the beginning office worker. 
Most of them appear in the Charters and Whitley1s list of secretarial 
traits. , 
1 
Blackstone, E. G. and Smith, s. L., Improvement of Instruction 
.!!! Typewriting, Prentice-Hall, Inc., New York, 1945, PP• 22&:239. 
2National Office Management Association, Vocational Requirements, 
Survey Summary Number 10, 1950. 
., 
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PHYSICAL 
Examination required Yes: 47% No: 5.3% 
64% 
48% 
47% 
2.3% 
22% 
Apparent good health 
Good vision with or without glasses 
Good hearing 
Eye-hand coordination 
Manual dexterity 
MENTAL 
Not Very 
Important Important Important 
General knowledge 9% 79% 12% 
Spelling 0 28% 72% 
Grammar 1% .3.3% 66% 
Accuracy ·o 28% 72% 
Adaptability 2% 65% .3.3% 
Intelligence 0 72% 28% 
Memory 7% 72% 21% 
Able to work well under 
pressure 9% 61% 30% 
To the question, "Do you have job specifications for the job of 
beginning file clerk?" 73 per cent answered 11yes, 11 23 per cent 
answered 11no, 11 and 4 per cent did not reply to this question. To the 
second part of the question, 11 If so, are they educational, proficiency, 
physical, mental?" 70 per cent checked "educational," 13 per cent 
11proficiency, 11 .67 per cent "physical," and 65 per cent "mental." 
Physical and mental characteristics were required as follows: 
PHYSICAL 
Examination required Yes: 
Apparent good health 
Good vision with or without glasses 
Tall enough to use top £ile drawer 
Finger and ar.m dexterity 
Ability to stand and stoop for long 
periods 
51% No: 49% 
52% 
41% 
30% 
20% 
22% 
9 
·- -
I 
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MENTAL 
Not Very 
Important Important Important 
General knowledge 22% 69% 9% 
Knowledge of alphabet and 
number sequence 1% 30% 69% 
Alertness 1% 60% 39% 
Accuracy 0 27% 73% 
Adaptability 9% 69% 22% 
Spelling 14% 61% 25% 
Intelligence 4% 8o% 16% 
Memory 6% 53% 41% 
Able to work well under 
pressure 18% 60% 22% 
To the question, 11Do you have job specifications for the job of 
beginning key-drive calculating machine operator?" 52 per cent answered 
"yes, 11 24 per cent "no," and 24 per cent did not reply to this question. , 
To the second part of the question, "If so, are they educational, 
proficiency, physical, mental?" 51 per cent checked "educational," 
13 per cent "proficiency," 51 per cent "physical," and 48 per cent 
"mental." 
Physical and mental characteristics were required as follows: 
Examination required 
Apparent good health 
PHYSICAL 
Yes: 53% No: 47% 
Endurance: 11% Rhythm sense: 
33% 
12% 
30% 
18% 
Good vision with or without glasses 
Eye-hand coordination 
19.% Finger dexterity 
Accuracy 
Concentration 
MENTAL 
Able to work well under pressure 
Intelligence 
Mathematically apt 
Memory 
General knowledge 
Not Very 
Important Important Important 
0 19% 81% 
1% 53% 46% 
5% 55% 40% 
3% 77% 20% 
3% 44% 53% 
14% 68% 18% 
24% 66% 10% 
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The Vocational Requirement.s survey showed that a decided gap ~~·~ 
existed between ability of some graduates and what office managers I 
expected or wished to obtain. The National O£fice llanagement AssociatioJ , 
concluded that in all probability some of these standards may be higher I 
because of small companies expecting more than larger companies in 
their beginners with the company. The analysis indicated that 
requirements for proficiency decreased as the company became larger. 
This seemed to the National Office Management Association to indicate 
that the larger companies are more realistic. 
This survey accepted "educational11 elements as readily measurable 
except for "apparent good health," which was considered as an 
approximation without medical aid. 11Able to work under pressure" 
represented a compromise between inaccurate measurement and realism. 
The proficiency factors were considered as definitely measurable. 
"Loyalty" was not considered as measurable. "Dependability" and 
"cleanliness" were considered not to be easily determined by a single 
test. In this survey the assumption I'Va.S made that mental or 
temperamental characteristics of a general nature such as punctuality, 
cheerfulness, and cooperativeness were basic requirements of all 
office positions. 
This survey also set forth "emerging standards" for 19.53 and 1960, 
making the idea apparent that the standards for all office positions 
involving skills that can be measured will be considerably increased. 
The reviewed theses, service paper, and the survey of the National 
Office Management Association have presented conclusions regarding 
textbooks for boo~ceeping and accounting majors LD a business college, 
======= ---=------· ·===·======= 
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workbooks in economic geography, textbooks in secretarial practice on 
the secondary level, factors to be considered in analyzing textbooks, 
and the job specifications for various office positions. 
The writer's thesis attempts to analyze secretarial textbooks on 
the college level considering particularly the secretarial duties 
involved, illustrations, review questions, problems, and exercises, 
the character and personal traits of a secretary, and the comparing 
of the duties and traits with the Charters and Whitley lists. 
I 
II 
I 
II 
! 
I 
1.2 
CHitPI'ER III 
PROCEDURES USED IN SOLVING THE PROBLEM 
The problem of this study was to make a comparative analysis of 
current textbooks in secretarial practice on the college level. 
The procedures used in this study were as follows: 
1. A review of related literature was made to obtain a 
background for this study. 
2. The "Cumulative Book Index" was reviewed to determine all 
textbooks written on secretar:i.al practice since 1942. The qualifying 
words "secretarial" or 11 secretary!' were required in the titles to be 
certain that the textbooks were specifically for that purpose. Six 
textbooks were found in .which the author s stated in t heir prefaces 
that they are for use as textbooks in the business school or college. 
The six textbooks used in this study were: 
College Secretarial Practice, by Charles G. Reigner 
Baltimore: The H. M. Rowe Company, 1948. 
The Private Secreta£1, by John Robert Gregg 
New York: The Gregg Publishing Company, 1944. 
College Course in Secretarial Duties, by 
Dorothy c. Finkelhor--New York: Prentice-Hall, Inc., 1950. 
Secretarial Practice ~ Colleges, by Fisher and 
Pende~ Cincinnati: South-Western Publishing Company, 1950. 
Effective Secretarial Practices, by Beamer, Hanna, Popham 
Cincinnati: South-l!festern Publishing Company, 1949. 
Secretarial Efficiency, by Faunce and Nichols 
New York: McGraw-Hill Book Co., Inc., 1948. 
3. The preface of each textbook was carefully analyzed to 
determine the objectives as set forth by the author or authors, and 
:13 I 
I 
I 
I' 
l 
I 
I 
I 
! - -- ---- ---- ----
-1= these objec~iv~~~ere 
II 
I 
I 
I 
li 
I' 
II 
II 
I 
! 
I 
'I I 
I 
I 
II 
I ~ 
tabulated into table form. 
4. Each textbook was analyzed to determine the extent to which 
secretarial duties were discussed. The number of words devoted to 
each duty was determined, and a standard page of 300 words was used 
to determine the total number of pages devoted to duties L~ each 
textbook. The duties were organized into groups of subjects 8.nd were 
put into table form. 
5. A comparison of the secretarial duties discussed in each 
1 
textbook vro.s made with the list prepared by Charters and 'Wbitley. 
The frequency rank numbers which applied to each duty were presented in 
the tables of duties. A comparison was made of the types and frequency 
rank numbers of duties included in each textbook. 
6. The extent to which illustrations were used throughout the 
textbooks was analyzed. In designating which duties were illustrated 
in each textbook, the letter 11 I 11 was recorded on the tabulation form. 
7. The material for classroom or home work at the end of each 
chapter in the textbooks was analyzed and classified. The task-
performing projects were classified by secretarial topics. An analysis 
was then made of the number of assignments under designated types of 
performances required. 
B. An analysis was made to determine the character and personal 
traits mentioned throughout each book. These traits and the number of 
times each was mentioned were presented in table form together with the 
frequency rank of the traits as listed in Charters and vVhitley. 2 
1 
., 
--ll~~-~ 
' 
Ibid. PP• 75-122 
2 . Ib~<!· _ __FP• 174_-]JZ_ _ 
- - ~-~-=---==- - --- .... - ---- --
-+- - - ---
CHAPI'ER IV 
ANALYSES AND INTERPRETATIONS OF DATA 
The purposes of the authors as expressed in the prefaces are 
shown by Table I. Secretarial duties and comparisons with the Charters 
and Whitley list are analyzed in Tables II to XIV, inclusive. Table XV 
shows an analysis of type and number of questions, problems, and 
exercises presented in the textbooks. Table XVI shows the character 
and personal traits emphasized by each textbook, the extent to which 
these traits are emphasized, and a comparison with the Charters and 
Whitley list. 
The prefaces of each textbook were carefully analyzed to determine 
the objectives as set forth by the author and were tabulated into 
table form. 
Table I indicates the purposes of the authors as theywere 
expressed in each textbook. A study of the contents of these textbooks 
shows that the interpretations of the purposes by various authors 
differed to the extent that some of them seemed to be too broad and 
some too narrow in the actual scope of material. Actual expressed 
purposes only are included in this table. Certain authors may have 
meant to have other purposes included through implication, 'but no 
attempt was made to interpret these possibilities in the table. 
All authors agree on one purpose only - the presentation of 
actual business procedure and customs. The development of personality 
is included by all authors except Finkelhor, while the development of 
proper work habits is included by Finkelhor but not by Faunce and 
1.5 .I 
I 
II 
I' I 
II 
·I 
II 
II 
TABLE I. PURPOSES OF AUTHORS AS EXPRESSED IN PREFACE 
Purposes 
To give information 
about and instruction 
in the duties of a 
private secretary 
2. To acquaint the 
students with actual 
business procedure 
and customs 
3. To provide problems 
for use with 
workbook 
To stimulate the 
development of 
personality 
To develop proper 
w-ork habits 
To present special 
secretarial 
techniques 
To provide for 
individual differ-
ences in learning 
ability and 
interests 
To use as reference 
book as well as 
textbook to aid in 
efficiency and pro-
£essional develop-
ment 
Author 
Faunce Beamer 
and Hanna .. 
Nichols Popham Reigner Gregg 
-~-
* 
* 
* * 
* 
* * 
* 
* 
Fisher 
Finkel- and 
her Pendery 
* 
* * 
* 
* 
-~ 
* 
* 
* 
1, Read as follows: The duty, 11 To give in£ormation about and instruction 
11 in the duties of a private secretary,n · is stated in the pre£ace by Faunce 
' and Nichols, Beamer, Hanna, and Popham, Reigner, and Fisher and Fendery. 
I 
II 
li 
:16 
I 
i 
I 
II 
I 
Nichols or Reigner. Four textbooks agree on the purpose of informing 
and instructing in the duties of a private secretary, but Gregg and 
Finkelhor do not express this in their prefaces. 
Workbooks are provided for use with five textbooks, and a 
laboratory budget is provided byReigner; but only three of the former 
five express the provision of problems for use with workbooks. In 
some instances problems are not presented in the textbooks; and in 
other cases the workbooks may or may not be used. Faunce and Nichols, 
Beamer, Hanna, and Popham, and Finkelhor give the presenting of special 
secretarial techniques as a purpose. Gregg and Fisher and Pendery 
state that provision is made for individual differences; and Faunce and 
Nichols, Beamer, Hanna, and Popham, and Fisher and Pendery agree on the 
purpose of using the textbooks as reference books also. 
Summary: The purposes of a secretarial textbook as set forth by 
all authors of the six textbooks analyzed are not fulfilled by any 
individual author. All purposes combined indicate that the following 
purposes should be covered in the contents of a secretarial training 
textbook for use as a finishing course on the college level: 
1. To give information about and instruction in the duties of a 
private secretary 
2. To acquaint the students with actual business procedure and 
customs 
3. To provide problems for use with workbook 
4. To stimulate the development of personality 
5. To deve~op proper work habits 
6. To present special secretarial techniques 
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7. To provide for individual differences in learning ability 
and interests 
8. To use as reference book as well as textbook to aid in 
efficiency and professional development 
An analysis was made of each textbook to determine the extent to 
which secretarial duties were discussed. In making this analysis, 
eleven general classes of duties were found to be covered in varying 
degrees by the textbooks and to such an extent that they should be set 
up in separate tables. Miscellaneous duties, important though not 
following a specific table, were arranged into a separate table. A j 
comparison with these duties was then made with the Charters and Whitley I 
list, and the frequency rank numbers were entered in the tables. 
The classes of duties were shown by tables as follows: 
1. Duties concerned with the handling of mail 
2. Duties concerned with filing and indexing 
3. Duties concerned with the use of the telephone, telegraph1 
cable, and radio 
4. Duties concerned with printing, proofreading, and ed~ting 
5. Duties concerned with the handling of money 
6. Duties concerned with the use of office machines 
7. Duties concerned with the use of' business and legal forms 
B. Duties concerned with the making of' reports and summaries 
9. Duties concerned with the securing of' information 
10. Duties concerned with the handling of' appointments 
11. Duties concerned with transportation 
12. Miscellaneous duties 
:18 
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Tables II through XIII, inclusive, show many subordinate topics 
I 
related to the main classification of duty. The number of words devoted ! 
topi.c is shown i.n the opposite column. In a few I' to each subordinate 
cases, an asterisk is shown when the amount of material on the topic 
was so incidental as to make it impossible to segregate. 
In instances where numbers of words are shown for the first 
subordinate topics as well as for the further subdivisions, the numbers 
of words given represent material regarding the main subordinate topic 
other than as designat ed for t he other subdivisions. Occasionally, 
numbers of words will be shown above the f i rst subordinate topic. This 
designates t hat these words represent material on the general 
classification besides those on the topics presented. 
The total number of words devoted to each classification is shown 
on the first sheet regarding that classification directly under the 
abbreviation for words set up under the name of each author. 
When a particular subject was illustrated in any textbook, the 
letter "I" was placed opposite the name of the duty and the number of 
words devoted to the duty. 
In the right-hand column the frequency rank numbers for the duties 
as recorded in the Charters and Whitley list are presented. This 
ranking of 871 duties by 715 secretar ies was determined by the relative 
total number o:f replies indicating the duty to be that o:f a secretary. 
For example, typewriting of letters was checked as a secretarial duty 
by 683 of the 715 secretaries and ranked number one because more 
secretaries considered this to be a secretarial duty than any of the 
other duties. 
If the same rank number were assigned to more than one duty 
because of the same number of replies designating the duty to be of a 
secretarial nature, the rank numbers still followed in sequence 
allowing for the number of duties being assigned the same number. For 
instance, dictation of letters and transcription of letters are both 
assigned the rank number 3. However, the following duty, use of 
telephone-local, is assigned number 5. 
The 871 duties were also ranked according to frequency of 
performance by dividing them into ten groups of approximately 87 duties 
each. For example, each duty in the first group of 87 was assigned to 
the first 10 per cent of duties according to frequency of performance. 
Duties Concerned with the Handling of Mail 
Table II is devoted to those duties performed in the handling of 
mail as discussed in each textbook. 
The subject, handling of mail, includes all duties performed in 
the writing and sending of all kinds of mail and in the receiving and 
disposing of mail. Any material which discusses this work in order to 
aid in the understanding and performance of these duties is considered 
as a part of this subject. 
Handling of mail is considered one of the most important tasks of 
the secretary because from the table we discover that from one-fourth 
to one-tr~d of all material devoted to secretarial duties is devoted 
to this subject. 
All authors except Reigner and Finkelhor give very good treatment 
II 
to the mechanical make-up of letters. Actually, Reigner handles this ~I 
20 
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I TABLE II. DUTIES CONCERNED WITH THE HANDLING OF MAIL 
Author 
Faunce Beamer Fisher 
Duties and Hanna Finkel- and C. & W. 
Nichols Popham Reigner Gregg hor Pendery Rank 
Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Illf Number 
Totals 32664 34552 11522 17850 5350 20000 
Typewriting 
i letters 
Stationery 
Arrangement 
Margins 
Letterheads 
Headings 
Inside 
address 
Attention 
line 
Salutation 
Titles 
Subject 
data 
Body 
Second 
sheet 
heading 
Complimen-
tary close 
Signatures 
Reference 
line 
Enclosures 
Separate 
cover items 
Postscript 
Carbon 
copies 
File copy 
Page number 
Judging page 
length 
1344 
36 
96 
60 
48 
72 
36 
24 
36 
36 
360 
312 
48 
1080 
612 
1124 70 
850 I 70 I 
286 
600 * 
I 
I 
I 
I * 
~~ 
I 
I 
I 658 
I * 
162 I * 
124 I * 
I * 
I 
I 
I 
600 
300 I 
168 
732 
48 
84 
I 
2~ 
690 
1060 
588 12 
96 
372 I 
* 120 
468 
252 
456 
* 
288 
384 
120 
176 
216 
132 
36 16 
48 
~ds is used for "words, n and Ill for "illustrations •11 The letter "Iu 
is us2d to designate that the duty is illustrated. 
' No. 1 refers to the- rarik order in the Charters and Whitley list of the 
duty, typewriting of letters. 
3An asterisk shows that the duty is mentioned in the narrative. 
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TABLE II CONTINUED. DUTIES CONCERNED WITH THE HANDLING OF MAIL 
Author 
Faunce Beamer Fisher 
Duties and Hanna Finkel- and c. & w. 
Nichols Po;eham Reigner Gregg hor Pende:£Z Rank 
II Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number I· 
It 
i'rypewri ting I 
I memorandums 2412 I 2062 574 I 260 456 I 10,54 I 
" I~ ·v I I 1 ewr1 rng I 
li postal cards 980 I 192 228 I 
1
Typewri ting 
412 68,94,96 1 notices I 
!'Taking dicta-
II ) 1 tion over the 612 I 50 1 telephone 
'I 
I It ~Taking dicta-
tion of ' 
letters 7140 I 2300 2870 1776 I 876 I 3 
1 Stenographic 
48 204 I machine I 
Direct to 
typewriter 120 I 286 372 
Voice-
\"ll'iting 
machines 252 586 742 I 852 I 595 
j;r'ranscribing 
dictation I I I 3 
Office 
standards 468 
Process 8232 I 6232 I 624 684 
,!composing 
1440 262 11 li letters 
Types of 
/ letters 
1 Acknowl-
24 400 360 edgment 
Adjustment I 264 I 
Appointment 1.56 238 I 98 I 336 I 120 372 
Reference 274 I 324 390 I 93 
Follow-up 212 I I 146 
Form and 
fill-in 732 286 840 114oi 1300 1296 I 497 
Inquiry 216 274 364 I 180 
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TABLE II CONTINUED. DUTIES CONCERNED WITH THE HANDLING OF MAIL 
I Author II 
I Faunce Beamer Fisher I Duties and Hanna Finkel- and c. & w. 
Nichols PoJ2ham Reigner Gregg hor Pende!Z Rank I I Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number II 
I 
omposing 
II 1 letters 
I Types of I letters 
I Order I I I Application 1524 I 1358 I 1212 I 170 I 996 I I Personal 60 
Credit I 288 I 419,500 I Transmittal 224 I 180 I 
Persuasion 936 I I Sales I 1008 
Confirmation 420 224 I I 
I 
nderstanding 
il J and following 
principles of :, 
l etter wri ting 312 432 372 II 
Style & Tone 450 ~~-
* 
348 I' 
Opening of 
252 letter 
Body of 
324 letter 
Closing of 
letter 204 
:I Hackneyed ,, language i~-
li Courtesy 62~ * -!(- 156 
r Clearness 60 74 168 
1: 
Choice of 
words 312 
* Consideration 72 252 228 
Concreteness 
* * 
72 
Good English 36 I 
* * Conciseness 200 
* 
180 
Correctness 60 100 
* 
48 
Appearance 36 
Comprehensive-
ness 228 
11 Completeness 
* 
100 264 
I Making carbon 
copies 1332 1486 350 1050 100 108 
~~ --- ~-- ~ ~--=---=-~-.4--=.. 
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TABlE II CONTINUED. DUTIES CONCERNED WITH THE HANDLING OF MAIL I 
Author li 
Faunce Beamer Fisher I 
Duties and Hanna Finkel- and c. & w. I 
Nichols PoEham Rei~ner Gre~~ hor Pender;z Rank 
" 
Wds: I ll:Wds : Ill:Wds : Ill :Wds:Ill:Wds:Ill:Wds : Ill: Number 
,, 
jcorrecting type-
732 1974 I 154 252. 114oi vrritten copy 
Folding and in-
I serting letters I 1712 196 I 384 I 280 648 I 7,8 
kddressing 
j envelopes 574 140 144 50 216 I 6 
r ealin.g and I stamping 180 1550 I 96 I 252 13,18 
!!Inspecting out-
564 492 35,53 jl going mail 
lf eighing mail * I 336 * 65 
!Insuring mail I 1.56 49 
1Regis tering mail 850 I 238 I 44 
jl . '1 124 96 173, 362 Trac mg maJ. 
I' 
• 
,I 
Keeping register 
1
1 of mail under 
IJ separate cover I 132 
I 168 .Picking up mail 
I' I 
\!Preparing mail 228 1 schedules 
~ igurLng parcel 
444 I 60 936 134 post I 
I· 
16ending mail to 
1 foreign country 400 36 
Using postal 
services, regula-
: tions, and rates 852 1612 I 1820 I 1992 I I I 
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TABLE II CONTINUED. DUTIES CONCERNED WITH THE: HANDLING OF MAIL 
Author 
Faunce Beamer Fisher 
Duties and Ha1ma Finkel- and c. & w. I 
Nichols Po_Eham Reigner Gregg hor Pendei"''sl Rank 
Wds:Ill:Wds:Ill ~vds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
1 Mailing news-
I papers 270 
Assembli..ng 
papers 312 
I Forwarding mail ll2 504 108 26 
I 
I 
II Sorting and dis-
tributing mail 1716 512 I 1212 23,40 
I\ Opening mail 444 774 I 240 I 348 I 30 
l1 Stamping mail 
' received 276 436 60 I 133 
I Recording 
enclosures 84 192 16 
I Underli..ning and 
annotating 
I mail 574 81 
I 
1 Making up mail-
1 ing list 672 262 336 400 95 
I 
ji Disposing of 
envelopes 436 
Putting signals 
on mail 492 
- --=- ~= =-- ..=. -
I 
I ===~y!============================~1==2=6= 
I 
I 
I 
I 
II 
I! 
II 
subject through illustrations rather than narrative. Finkelhor, 
however, covers only carbon copies and second sheet headings. Faunce 
and Nichols treat the items separately, while the other three authors 
treat this subject as a whole principally through arrangement. Beamer, 
Hanna, and Popham have many illustrations of the various topics 
individually even though the discussion is not handled in that way. 
Dictation over the telephone is noticeable for its absence except 
in the textbook of Beamer, Hanna, and Popham. This textbook also has 
illustrations regarding this topic. 
Great emphasis is given to taking dictation of letters in general. 
Finkelhor presents the assignments as though the letters had been 
dictated, but actually they are in printed form. Dictation by machine 
is devoted mostly to voice-writing. Dictation direct to the typewriter 
is mentioned by three textbooks only. The stenographic machine is 
mentioned by two and illustrated by one of these textbooks, and another 
one illustrates without narrative. Transcription is stressed a great 
deal by all textbooks except Reigner and Finkelhor. One complete 
chapter is given to the subject by Beamer, Hanna, and Popham. 
Actual letter writing is considered important based on the 
emphasis placed on writing in assignments and narrative. This phase is 
particularly well illustrated by Reigner and Gregg. 
Principles o£ letter writing are well covered by Beamer, Hanna, 
and Popham, and Fisher and Pendery, but Reigner and Finkelhor mention 
them only incidentally. The subject of incoming 'mail is well handled 
except :for Reigner and Finkelhor. Finkelhor includes the making up of 
a mailing list, but Reigner and Fisher and Pendery do not include one. 
II 
1 
Outgoing mail is not covered by Faunce and Nichols except for rates and 
sealing and stamping. This subject is well covered by Beamer, Hanna, 
and Popham; and where there is no narrative, many illustrations appear. 
Rates on mail are considered by all authors either through material or 
illustrations. 
Twenty-two of the duties in the Charters and Whitley list 
specifically on mailing are in the first 10 per cent of the list in 
frequency of performance. Composing letters is in the first 10 per 
cent of the list, but the more technical duties connected with the 
composing of letters and dictation by machine are in the lower 
frequency grouping. 
Duties Concerned with Filing and Indexing 
Table III shows the extent to which the subject of filing and 
indexing is treated by each textbook. The quantity of material included 
' by the textbooks for instruction in these duties varies greatly. All 
authors treat alphabetic filing, usually through the filing of letters 
and cards. All textbooks include the rules for filing, and the 
variation in explanation starts there. Faunce and Nichols tend to 
narrate with descriptive and instructional material on very definite 
subjects which are considered important to the success of a secretary. 
Keeping a scrapbook is an important duty according to Charters and 
Whitley but is included only by Faunce and Nichols. Taking charge of a 
safe is also important according to the Charters and Whitley list, but 
only Faunce and Nichols and Beamer, Hanna, and Popham discuss it. 
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,, TABLE III. DUTIES CONCERNED WITH FILING AND INDEXING 
I 
II 
II 28 
II i=--=-=--
!1 Author !I 
l
'j Fannce Beamer Fisher 11 
I 
Duties and Hanna Finkel- and c. & w. I 
Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
1
111 
Nichols Popham Reigner Gregg hor Pendery Rank 
1
!
1 ------
IJ Totals 12000 5868 1848 6360 630 4176 I 
'-------·-----' I ~ 
I Filing letters 17,19,29, II 
and cards 1020 874 816 I 372 30,48 
Alphabetic 1620 I 236 840 630 I 132 I 11 Geographic 100 1008 396 I 264 I 11 
Numeric 136 324 11 
Subject 396 444 I 396 j 
Chronological 168 
1 Dewey Decimal 348 I * 1 
Sonndex 192 I 
Indexing and 
11 
coding 3852 · 2206 
I 
Using follow-up 
files I 496 I 
II Transferring 
1: m.a terials 
I Keeping scrap-
il book 
II 
Using charge-out 
cards 
!l Keeping card 
index 
'I I, I Making cross 
j, references 
II Keeping visible 
card files 
Using folders 
I 
I 
I) 
540 274 
84 
948 186 I 
804 I 260 I 
* I 222 I 
160 
1500 I 
I 1452 
I 432 I 
I 
684 
192 I 
336 I 
324 I 
132 I 
228 I 
900 
384 I 
192 
240 I 
I 
480 I 
264 I 
19,225 
139,146, 
431 
68 
175,207, 
292,313 
! 
i 
I 
I 
II 
li 
'I 
II 
! 
I 
II 
I 33,34,8o, I 
107,159, 
201;215, 1 
369,376, 
413 I 
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TABLE III CONTINUED. DUTIES CONCERNED WITH FILING AND INDEXING 
Duties 
II 
II 
Taking charge 
. of safe 
I Releasing 
materials 
r 
I Requisitioning ' filing 
II materials 
!1 Sorting for 
1 filing 
I Preparing 
li guides 
Author 
Faunce Beamer Fisher 
and Hanna Finkel- and 
Nichols Popham Reigner Gregg hor Pendery 
Wds:Ill:Wds:Ill~wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: 
lll6 186 
156 I 
360 
* 
136 I 60 I 
I 384 I 
ii====-=-=====--=--== =- = 
c. & We 1 
Rank 
Number 
74,87, 
413 
9 
19,30 
-----
I 
I 
' 
I 
'I 
I 
,, 
lj 
I 
Alphabetic, geographic, and subject filing are considered by 
three textbooks. Gregg alone discusses the Dewey Decimal and Soundex 
systems. Gregg also excels the others in regard to illustrations on 
filing, although filing and indexing is very well illustrated in most 
of the textbooks. Reigner depends to a large extent upon problems 
and illustrations rather than narrative in the handling of the subject. 
The Charters and Whitley list contains a total of 133 duties 
devoted to filing and indexing. The filing of various kinds of 
material such as letters, telegrams, and invoices is done by arranging 
them as separate items. This explains the large number of duties in 
the list. The first 10 per cent of the entire list includes 11 of 
these duties, the second 10 per cent 11, the third 10 per cent 191 
and the fifth 10 per cent 73 of the 133. 
Use of the Telephone, Telegraph, Cable, and Radio 
Table IV presents the treatment in each textbook of the duties 
concerned with the use of the telephone, telegraph, cable, and radio. 
According to the table, incoming calls and outgoing calls are of 
considerable significance to the secretary. Incoming calls are 
discussed by all authors, and outgoing calls are either discussed or 
illustrated by all authors. Illustrations are particularly important 
for this topic especially relative to incoming and outgoing calls. 
The loud-speaker service is discussed by Beamer, Hanna, and Popham but 
by no other authors. Faunce and Nichols and Beamer, Hanna, and Popham 
evidently do not consider the cablegram important to the secretary 
because neither mentions this duty. The textbook by Faunce and Nichol~ 
I' ,, 
I 
I 
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I TABLE IV. DUTIES CONCERNED WITH THE USE OF THE 
II 
TELEPHONE, TELEGRAPH, CABLE & RADIO 
II Author 
I Faunce Beamer Fisher 
I Duties and Hanna Finkel- and c. & w. 
Nichols PoEham Reigner Gre~~ hor Pende!X Rank 
II Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
I Totals 7944 6158 4832 6168 2840 745'2 i 
I 
tl 
Using local 
telephone 5208 632 392 1296 2,5 
Incoming calls 1200 I 1462 I 1036 I 240 I 300 1452 I 2,59 
II Outgoing calls I 756 I 938 I 216 I 144 I 5,66 
II Transferring 
I' 
calls 222 588 216 84 
Handling inter ... 
·I office calls 312 86 I 120 II Operating PBX 
II switchboard I 300 I 250 
II Using long 20,21, distance 2380 I 686 I 996 280 480 58,330 
I 
Conference 
service 186 
Teletype-
I writer 248 350 I 
J 
Mobile 
service 86 192 
II 
Loud-speaker 
service 186 
11 Writing 
~1 telegrams 1128 I 840 I 888 I 432 22 
I I Sending and 
receiving 12,21, 
telegrams 196 I 1180 I 1332 58 
i Code 
* 
340 336 459,467 1 II 
II Delivering 
II 
messages 528 
Kinds of 
telegrams 96 I 168 324 410 1128 I 
Rates on 
telegrams I 84 60 I 192 330 
=-=-==1 -- ==-c- -- - - - -- - ---=--~-==-==--=-=--=ll:== ==--=-c= 
TABLE IV CONTINUED. DUTIES CONCERNED WITH THE USE OF THE 
TELEPHONE, TELEGRAPH, CABLE & RADIO 
Duties 
Telegraphic 
equipment 
for send-
ing messages 
Sending and re-
ceiving cable-
grams and 
radiograms 
Kinds of 
cablegrams 
Radiophoto 
service 
Code 
Author I ~Fa_un _ c_e~B~e-a_me_r----------~~~------~F~is~h~e-r-----------!1 
and Hanna Finkel- and C. & W. J 
Nichols Popham Reigner Gregg hor Pendery Rank 
Wds:Ill:Wds:Ill:Wds :Ill:Wd.s:Ill:Wds :Ill:Wds:Ill: Number 
1
1 
56 
588 I 30 I 756 
444 I 
108 264 
72 
228 I 
196,241, , 
253,699 
459,467 1 
515,535, t! 
699 I 
459,467, 1
1 
515,533 I 
I 
I 
I 
--------------------------------------------------------il I 
I 
I 
I 
II I 
II 
I 
I! 
====~=-'~================== 
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is mostly devoted to the use of the local telephone and to the writing 
of telegrams. 
Gregg is the only author who discusses the PBX switchboard. 
However, this duty is illustrated by Beamer, Hanna, and Popham. 
The authors vary greatly in the treatment of this topic. In 
general, the textbooks which do not include actual work instructions 
in the instruction and explanation material for projects go into great 
detail as to how to use the helpful techniques of telephoning and give 
many situations of examples as to what should be done in definite 
situations. A textbook such as that of Reigner or that of Fjnkelhor is 
very specific as to the problem which is to be completed as an 
assignment. Reigner does explain the technique of telephoning briefly 
and also the various classes of telegrams. On a comparative basis 
much space is dev0ted to this subject in all textbooks. 
A comparison of these duties with the Charters and Whitley list 
shovm that most of them except those connected with the use of the 
cable and radio fall within the first 10 per cent of the frequency 
list and that some of the duties connected with the use of the local 
telephone fall within the first one per cent of the list. This 
indicates that this subject should be included in a textbook in 
Secretarial Practice. 
Duties Concerned with the Handling of Money 
Table V presents the duties included by each textbook which are 
concerned with the handling of money. }Jl analysis of this table 
'I 
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TABLE V. DUTIES CONCERNED WITH THE HANDLING OF MONEY 
,I Author 
r Duties 
Faunce Beamer Fisher 
and Hanna Finkel- and C. & Vl. 
Nichols Popham Reigner Gregg hor Pendery Rank 
Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
Totals-1 5402 8460 7098 8400 2610 10812 
42o-- 46 :11• 
" 
216 
48 I 532 i Writing checks 
,, 
546 876 I 360 I 
4o8 
864 82,163, 
17o,188, II 
253,320 
Writing receipts 204 168 I 
ji Detecting counter-
'! fei t money 
I Stopping payment 
I 
·, I on checks 
792 I 768 I 630 720 I 210 
564 I 396 I I 204 
240 408 432 I 200 
I 534 I 364 228 150 
254 I 560 I I 
I 224 324 
420 322 182 60 140 
468 I 
174 96 so 
91,177 
552 I 142,799 
I 113 
744 I 76 
228 I 
192 I 113 
156 235,320, II 
355,454, 
553 II 
1Totals include the sum of the words in each column on pages 34 and 35. 
2. No. 420 refers to the number of words presented relating to the 
main classification of duty other than the divisions as listed. 
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TABLE V CONTINUED. DUTIES CONCERNED WITH THE HANDLING OF MONEY 
Duties 
Preparing forms 
II of remittance Voucher check 
I 
I! 
1: 
II 
Certified check 
Bank draft 
Cashier's check 
Money orders 
1/ Preparing orders, 
I invoices, and 
bills 
i 
II Preparing state-
ments of account 
I 
I Purchasing 
I\ rna terials 
!I Keeping petty 
i; cash records 
II 
11 Keeping account 
books and mak-
1 ing up payroll 
Using safe 
! deposit boxes 
I 
I Keeping insurance 
register and 
equipment 
record 
Author_ 
Faunce Beamer Fisher 
and Hanna Finkel- and c. & w. 
Nichols Popham Reigner Gregg hor Pende~ Rank 
Wds:Il1:Wds:I11:Wds:Il1:Wds:Ill:Wds:Ill:Wds:Ill: Number 
96 
516 I 
I 
160 I 
5o 
136 
I 
558 I 
I 
I 
1680 558 I 
1148 I J.44 I 
156 I 
156 I 
96 I 
448 I 252 I 
938 I 2076 I 
378 I 564 I 
364 528 I 
96 I 
168 I 3384 I 1372 I 492 I 
210 
I 216 
I 
I 
380 I 
410 
420 I 
96 
120 
600 I 
624 I 
456 I 
444 I 
240 720 I 
440 I 2076 I 
240 
1872 I 
246 I 
26o,342, 1 
5oo.5o8 , 
, 'I 
I 
131;134, 1: 
170,179, I 
296,505, 
585 
225 
60,199, 
367,467 
154,159, ; 
263,275, · 
329,352, ,: 
394,422, I 
426,459 
387,396, 
431,575 
- -- =___:;._-::::::=::=;:-_ ~=~~--===- -==-- -=--- _-:=:::..::::.--
indicates that much of the secretary's responsibility relates to this 
subject. All authors include writing checks, reconcilL~g bank accounts, 
figuring income tax returns, and keeping account books and makLng up 
the payroll. This particular topic is well illustrated by invoices, 
bills, checks, drafts, money orders, endorsements, and income tax 
reports. All authors illustrate statements of account and keeping 
account books and making up payrolls. The duty of detecting 
cmLnterfeit money is included by Gregg only. The use of safe deposit 
boxes is included by Beamer, Hanna, and Popham and Fisher and Pendery. 
More responsibility seems to be placed on keeping books and making the 
payroll than any other duty in this classification • 
. 
The subjects on keeping accounts and the making of payrolls, 
duties related to checks, and the preparing of forms have many duties 
which fall within approximately the second 10 per cent of the Charters 
and Whitley list. These particular subjects are covered by all authors 
in some way. 
Duties Concerned with Printing, Proofreading, and Editine 
Table VI presents data in relation to the duties concerned with 
printing, proofreading, and editing as presented in each textbook. 
Five author groups of the textbooks agree that the secretary needs to 
know how to prepare material for the printer and how to read proof. 
Finkelhor includes the proofreading but not the preparation for the 
printer. Faunce and Nichols, Gregg, and Fisher and Pendery give very 
full descriptions of these duties. Arranging for the printing is not 
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TABLE VI. DUTIES CONCERN'"ED WITH PRINTING, PROOFREADING, AND EDI'l'ING 
Author 
!I Faunce Beamer Fisher 
Duties and Hanna Finkel- and c. & w. I 
Nichols PoEham Reigner Gregg hor Pende!Z Rank 
I 
Wds : Ill :Wds: Ill: Wds: Ill :Wds: Ill :Wds: Ill :Wds: Ill: Number 
Totals 4992 334 1538 6612 200 4620 
I 
I Preparing manu-
script for the ' 
printer 1056 I l48I 758 2724 1824 I 88 
Proofreading and 
I 
using proof- 98,334, 
I reader's marks 2616 I 186 I 332 288 I 200 I 540 I 779 
Arrang:ing for I printing 1512 60 123,387 ! 
I Kinds of type 448 876 408 'I 
I Costs and 
I 
processes 204 
Size and 
layout 972 I 360 I Paper and 
240 552 362 I binding 
Send:ing manu-
I 
scripts by 
mail 300 
I 
Manuscript 294,406, 
typing 1320 I 372 I 422 
I 
I 
I i I 
I 
I I 
I I 
I 
I 
I 
:I 
included by three textbooks, those by Faunce and Nichols, Beamer, Hanna, 
and Popham, and Finkelhor; however, Gregg and Fisher and Pendery give 
considerable attention to this duty. Reigner discusses the kinds of 
type used in printing. Finkelhor Lncludes only the one duty, 
proofreading and the using of proofreader's marks. Manuscript typing 
is considered by Faunce and Nichols to some extent; Fisher and Pendery 
devote some space to this duty. 
. I 
I 
Some of the duties connected with preparing manuscript for the 
printer and proofreading and using proofreader's marks fall within the 11 
first 20 per cent of the Charters and Whitley list. One duty, however, 11 
goes as far down on the list in frequency as number 779. This indicates 
that some aut.hors have considered some of the more teclmical phases of 
this subject. 
Duties Concerned with the Use of Office Machines 
Table VII shows the office machines which are required or suggested 
for use in the performance of the various duties included in each 
textbook. 
Typewriters would be necessary in the performance of secretarial 
duties, but evidently some authors have assumed that this machine would 1 
be taken for granted. Beamer, Hanna, and Popham discuss to great length 
the operation, care, and kinds of typewriters . This textbook also 
illustrates all of the kinds except the portable. Faunce and Nichols 
and Fisher and Pendery give considerable space to the subject of 
operating a typewriter, and the latter also include the Vari-typer and 
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I t--- TABLE VII. DUTIES CONCERNED WITH THE USE OF OFFICE MACHINES 
Author 
Faunce Beamer Fisher 
Duties and Hanna ·Finkel- and 
Nichols Popham Reigner Gregg hor Pende£Y 
Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: 
Totals 1977 lll74 6972 4200 1360 4296 
c. & w. I 
Rank . 
Number I 
I 
I! 
,I I 
1~1 --------------------~9r,o--------------------------------~ 
II Operating a typewriter 480 620 I 
I 
Care of type-
writer 
I Kinds of type-
1 
writers 
Portable 
Electric 
Vari-typer 
1 
Automatic 
I! Operating dupli-
l
ll eating machines 
M::i.meograph 708 
Gelatin 
(Hectograph) *2 
Mimeoscope 
Direct or liquid 
process 
Preparing sten-
cils and 
masters 
1/fultifa.x 
Multigraph * 
:Mu1tilith 
Photocopying 
duplicator 
Ditto 
11 
Using calculating 
1 machines 
1: Using adding-
~~ _listing machines 
96 I 
132 
966 I 
86 
322 I 
284 I 
174 I 224 
I 1092 I 
470 I 658 I 
308 I 
)08 I 224 I 
4464 406 
210 I 602 I 
434 I I 
284 
I I 
160 I 224 I 
198 I 336 I 
72 I 
192 
216 I 
480 I 
192 I 
1080 I 
108 
276 I 
,588 I 
I 
4.50 
I 
290 
440I 
100 I 
60 I 
240 I 
216 I 
300 I 
468 
2,52 I 
216 
324 
132 
276 
I 
276 I 
180 I 
ll6,232, II 
539 I 
II 
214,217 
.539 
539 
4.54 
72 
l1 
1No. 1.5 refers to the rank order in the Charters and Whitley list of 
1 dutie~ relating to the duty, care of typewriter. 
An asterisk designates that the duty is mentioned in the narrative. 
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( ____ - - -=---=-=--- ---==-----'-'=--~-=- =- ~= =-==='-'-'-'---I~~I.E -V~I CONTINUED. DUTIES CONCERNED WITH THE USE OF OFFICE MACHINES 
_l:_ __ ~l 
I; 
Duties 
Operating a 
stenographic 
machine 
Operating voice-
recording 
machines 
Dictaphone and 
J' I Author 1 
-,;::F-aun-- -c-e- '::::"Be_a_m_e_r ____ ..=;;..;;.;;;..:..::... _ _ _ -=F::-:i-s-;-h-er------ ,1 
and Hanna Finkel- and C. & W. I 
Wds:Ill:Wds:Ill :Wds:Ill :Wds:Ill:Wds:Ill:Wds:Ill: Number 
Nichols Popham Reigner Gregg hor Pendery Rank 111 
240 
electronic 204 582 742 I 
182 
168 I 
852 595 
746 Shaving 
Disc 
Using bookkeeping 
and billing 
machines 174 240 I 120 
Underwood 
Standard 
Accounting 42 I 
Burroughs Type-
writer Account-
ing 112 I 
Burroughs High 
Speed Book-
keeping 98 I 
Sundstrand 
Accounting 126 I 
J Using miscellaneous 
machines 
Addressograph 
672 I 481 and gra photype 84 I 272 I 602 I 20 204 I 
Check writer 
* 
84 I 
Check protector ~~-
* 
I 
* 
I ~~ I 
Teletypewriter 156 I I 
Envelope 
154 opener 
* 
I I 
Envelope sealing 
machine -l!- 98 I 
,1:1 
11 TABLE VII CONTINUED. DUTIES CONCERNED WITH THE USE OF OFFICE MACHINES 
Author II 
Faunce Beamer Fisher 
Duties and Hanna Finkel- and c. & w. 
i Nichols PoEham Reigner Gregg hor Pende!Z Rank I Wds:Ill:Wds:Ill:Wds:Ill:Wds : Ill:Wds:Ill:Wds:Ill: Number 
I 
! Postal scale 117 I 98 
Postage meter I 336 I 
Stamp affixer 
* 
140I I 
Canceling 
machine 
* 
Letter folder 
* 
Numbering 
machine ,'} 
I Perforator 
* 
II 
I 
I 
I 
r 
f 
I 
I, 
'I 
I 
li 
II I I -· ~L-- =--=-=-= 
- ! l 
II 
I! 
I 
I 
I 
===iii 
I 
the Automatic machines. 
=======r 
This table indicates that a knowledge of the operation of 
duplicating is most important to a secretary. Finkelhor includes only 
the preparation of stencils and masters, while Faunce and Nichols 
include only the mimeograph. The preparation of stencils and the 
operation of the duplicating machines are necessary to a secretary. 
The mimeograph is evidently considered by these authors to be the 
duplicating machine used most frequently. The Ditto is included by 
Finkelhor and illustrated by four textbooks, but no narrative is 
devoted to this machine. Calculating machines are included by all 
authors except Gregg, but this machine is also illustrated by Gregg. 
Adding-listing machines are included by all authors except Gregg, also. 
All authors except Gregg and Finkelhor include the voice-writing 
machines. Reigner gives considerable space to this machine and the 
shaving machine. One of his assignments is the transcription of a 
designated amount of work from the voice-writing machines. The 
stenographic machine is included by Fisher and Pendery only. 
Analysis of the data indicates that little attention is given by 
the secretary to the bookkeeping and billing machines. Various 
machines of this type are included by four textbooks, but very little 
space is devoted to these machines. 
The addressograph and graphotype are considered by all authors 
to be necessary to the secretary's work. All authors mention these 
machines, but little space is given to them. This indicates that all 
secretaries should have a knowledge of them. 
Reigner presents a unique situation by devoting 21 pages of his 
i.l.-·2· 
-· 
I 
II ~ 
!I 
!' 
I' I' 
textbook entirely to illustrations of machines and brief explanations 
of each~ 
The table shows that a knowledge of small machines used in an 
office would be helpful. Reigner includes some of them, and Faunce and 
Nichols include two of them mentioning some of the others incidentally. 
The table indicates that every secretary should have a good 
background in office machines. The actual operation of many of these 
machines is actually discussed in the textbooks. 
Not many duties connected with the operation of machines are of 
high frequency based on the Charters and Whitley list. The adding 
machine takes high rank next to the typewriter, and the operation of 
the mimeograph is the only other machine duty which falls within the 
f i rst half of the list. Much attention is devoted to machines by the 
authors of most textbooks, and this indicates that more secretaries 
are now being required to possess a thorough working knowledge of 
many machines. 
Duties Concerned with the Use of Business and Legal Forms 
Table VIII presents analyzed data on the use of business and legal 
forms by the various textbooks. All authors devote some space to this 
topic, although Faunce and Nichols give very little space to the 
subject and, consequently, consider this subject unimportant for the 
secretary. According to all other authors, the subject would seem 
to be very important. Some of the forms are included by only one 
textbook, and the author a different one depending on the form in 
I 
I 
I 
I 
I 
I 
I! 
I 
li 
I 
~· 
I 
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TABLE VIII CONTINUED. DUTIES CONCERNED WITH THE USE OF 
BUSINESS AND LEGAL FORMS 
Author 
Faunce. Beamer Fisher 
_J __ 
j\ 
Duties and Hanna Finkel- and C. & W •
Nichols Popham Reigner Gregg hor Pendery Rank 
Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
Bond 
Affidavit 
Certificate of 
Incorporation 
Registration of 
trade names 
Wills 
By-laws 
Contracts to buy 
and sell 
Bids 
Guaranty and 
surety 
Stock 
Bill of lading 
Summons 
Express forms 
Waivers 
Patents 
Copyrights 
Typing legal 
docu.men ts 
Bill of sale 
Deeds 
1338 
98 
422 I 
656 
260 
1446 
98 I 
272 
384 
I 546 I 
284 I 
308 
168 
910 
686 
294 
238 
24 I 
156 
60 
276 
108 
120 
324 I 
48 
84 
96 
I 
So4 I 
60 
84 
280 
1.50 
310 I 
168 
816 
708 I 
804 I 
108 
348 I 
I 
524,527, II 
533 
275,320, 
324,406 !I 
I 
I 
406,454, I 
467;533 i 
324,362, 
376,599 I 
I 
157,183, 
194 I 
I 
369,582, il 
771 
472,!$ 0 
834 
789 
. I 
1\ 
I 
I 
426,51.5 
387 ,~.46, II 
459,544 :1 
45 
question. All textbooks except Faunce and Nichols include notes, 
power of attorney, and bill of lading. Four textbooks, different ones 
according to the form, include credit memorandums, drafts, trade 
acceptances, leases, proxies, and bills of sale. These forms, 
therefore, are considered the most important ones for the secretary. 
Gregg devotes one chapter to 11The Legal Department," and Fisher 
and Pendery give one chapter to "Legal Principles." The latter is a 
very thorough chapter with complete instruction on the use of the 
various forms and the background for them. Beamer, H~Jla, and Popham 
also devote one chapter to "Legal Work of the Secretary.n The forms 
generally are interwoven into the material except in the case of 
Reigner and Finkelhor where some instruction is presented and then 
assignments given in the use of these forms. Reigner calls for tasks 
to be performed on all the forms which he mentions. 
All authors except Reigner make illustrations an important part 
of the instruction in the use of all business and legal forms. 
Comparison with the Charters and Whitley frequency list brings out 
the significant fact that no duty involved is of particularly high 
frequency except for the preparing of requisitions, which includes 
numbers 9, 52, and 89 of the frequency list, but the use of these 
forms is involved in the performance of a large number of duties. 
Duties Concerned with the Making of Reports and Summaries 
Table IX presents the extent to which each author deals with the 
duties concerned with the making of reports and summaries. Beamer, 
lj 
II 
II 
II 
46 
I 
'· I 
47 
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TABLE IX. DUTIES CONCERJ.'lliD WITH TEE M.OONG OF REPORTS I AND SUMMARIES I ~ 
Author 
Faunce Beamer Fisher 
I Duties and Hanna Finkel- and c. & w. Nichols Po;eham Reigner Gregg hor Pendery Rank 
Wds:Ill:Wds:Ill:vids:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
Totals 2292 10330 1134 99 1660 4248 
Knowing and apply-
ing princiP,les 
570 in report writing 
Making outline 
for report, 966 I I I 156,191, 
341 
Preparing the re ... 
port by parts 1748 I I 
I Compiling and dis-
playing statisti- j 
cal material 240 2770 I 1290 960 313,542 
Knowing and 
preparing various i 
kinds of reports 272 
Abstracting 
material 406 231,4o6 
Writing reports 1584 2764 1368 46,203, 
I 246 
Preparing graphs 419,661, 
and charts 468 I l2L~O I 728 I 99 I 370 1920 I 719,746, 
I 789 
I I 
I 
I 
I I 
I 
- I! =-==~====================================~~====== 
I I 
Harma, and Poph...am, and Fisher and Pendery assume that the secretary 
wil l have complete responsibility for obtaining material for special 
reports and setting them up properly. Beamer, Hanna, and Popham 
discuss this subject very thoroughly and at great length, considering 
in particular sources for obtaining material, the compiling of data, 
th~ planning of the layout, the figuring for tables, the making of 
graphs and charts, and the outlining of parts of a business report 
including suggestions on the proper form and typing of the report. 
Fisher and Pendery cover the collecting of data, the interpreting of 
data, the making of graphs, and the proper form. 
Faunce and Nichols consider report writing the responsibility of 
the employer but include instruction in the correct copy procedure and 
form of the report. The other three textbooks devote very little 
space to any phase of this subject. Reigner presents an assignment on 
abstracting material and one on preparing graphs and charts. Finkelhor 
covers tabulations and graphs. Gregg includes narrative on the 
preparation of graphs and char ts only but illustrat es displaying 
statist ical material. 
All authors consider the preparat ion of graphs and charts an . 
important part of the secretary's work. Four textbooks include the 
compiling and displaying of statist ical material, and three textbooks 
include material on the writ ing of reports. 
The Charters and Whitley frequency list considers the writing of 
reports as a high-ranking duty, assigning number 46 to this duty as 
well as numbers 203 and 246. The making of outlines for reports 
rank within the third 10 per cent on the frequency list except for 
\! 
II 
I' 
I 
I 
I 
____ I_ 
I number 341, which covers one of the more infrequent duties connected 
with this subject. This indicates that report writing is an essential 
part of the duties of a secretary. 
All authors include the preparing of graphs and charts even 
though most of the frequency numbers are in the eighth and ninth 10 per 
cent of the frequency list. This shows that these duties are now 
considered to be required of the secretary much more frequently. 
Duties Concerned with the Securing of Information 
Table X shows the extent to which each textbook deals with the 
duties concerned with the securing of information. One would asstune 
possibly that everyone knows how to use a dictionary, but authors 
consider this to be an important part of the training. Illustrations 
are given by three textbooks on the use of the dictionary. All authors 
cover the use of directories, and three of the textbooks illustrate 
the use of these directories. Gregg and Beamer, Hanna, and Popham 
include instruction in most of the various sources; and the latter 
authors go into considerable detail on the use of the library, 
including the location of material, how to select what is important 
to the subject at hand, the use of bibliography cards, and the taking 
of notes at the library. This textbook also includes considerable 
instruction regarding information sources 1rlthin the business office. 
Finkelhor is the only author who does not in some way include 
reference books and yearbooks and almanacs. This textbook includes 
only directories and the dictionary. Faunce and Nichols cover this 
I 
'I 
II 
I 
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Duties 
I 
I
I 
I Totals I ~ . 
! Knowing and using 
1 the following 
I business refer-ence sources 
Newspapers and 
I 
I 
II 
I 
I 
I 
II 
I 
magazines 
Information 
service 
bureaus 
Maps & Atlases 
Directories 
Dictionary 
Trade and Pro-
fessional 
Publications 
Government 
documents 
Book indexes 
Yearbooks and 
almanacs 
Handbooks and 
catalogs 
Library 
Shipping and 
postal guides 
Reference 
Author I PFa~un~c~e~nBe~am~e~r~--------~~~------TF~i~s~he~r ---------!1 
and Hanna Finkel- and C. & W. I 
Nichols Popham Reigner Gregg . hor Pendery Rank 
Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
3228 5996 2114 4034 860 4200 
608 300 
1 -l~ I 430 84 474 
1:- 236 308 456 I 1908 436 
* 
174 56 96 
588 422 I 742 I 708 I 460 780 
-l~ I 372 154 252 I 400 I 456 
-l~ 830 264 
i~ 346 120 
112 
* 
384 42 194 108 
984 I 98 468 
~*" I 1984 I 576 I 156 219 
* 
126 252 312 
134,219 II books 1656 
* 
126 264 480 
Handbooks -
English usage 
* * 
140 
Thesaurus ~~ ~* 280 
Encyclopedias -l~ I 
* 
140 
1An asterisk is used to designate that the duty is mentioned but on~ I incidentally in the narrative. 
II 
I 
I 
il 
.so 
subject in a rather unique way by including habits of investigation, 
lists of references which may be used in locating information of many 
different types, and the use of the secretary' s own service book. 
These authors mention many of the sources designated in the table, but 
only incidentally; and,consequently, the asterisk has been used 
considerably in this table. 
This duty is considered by all authors to be a part of the 
work of the secretary; and the opinion agrees with that of the Charters 
and Whitley list, as this list records the frequency number for the use 
of references as 134. Number 436 is recorded for securing information 
through information service bureaus, but it is possible that this type 
of service is much more available today. 
Duties Concerned with the Handling of Appointments 
Table XI presents data concerned with the handling of appointments 
by the authors of each textbook. Great difference of opinion exists 
among the authors as to the importance of this duty. Fatmce and Nichols 
devote considerable attention to the making of appointments throughout 
various chapters. This includes the granting, breaking, preparing for, 
requesting, and scheduling of appointments. Considerable attention is 
given to the use of calendar pads, appointment books, and pocket 
notebooks, and particularly to the subject of correct dating for 
appointments. Beamer, Hanna, and Popham include information on 
appointments, but this material is brief. Most of the material relates 
to appointment records and the granting, refusing, and keeping of 
, ~'"l s(rm l.Jn ivt•l ~ ity 
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1 TABLE XI. DUTIES CONCERNED WITH THE HANDLING OF APPOINTMENTS 
Author 
Faunce Beamer Fisher 
Duties and Hanna Finkel- and C. & W •
Nichols Popham Reigner Gregg hor Pendery Rank 
Wds: Ill: Wds: Ill :Wds: lll :Wds: Ill :Wds: Ill :Wds: Ill: Number 
I Totals 5988 1314 280 192 1500 
I 
~ -G-ra_n_t_in _ g------------------------------------------------------------1 
appointments 312 I 694 
Breaking 
appointments 360 
Preparing for 
appointments 
Recording 
j appointments 
I 
Requesting 
appointments 
Scheduling 
emergency 
appointments 
watching clock 
216 
240 
and calendar · 408 
Using calendar 
pads, appoint-
ment book, and 
I, pocket notebook 1116 I 
Dating correctly 
I for appoint-
: ments 
!Refusing 
1 appointments 
I 
\Keeping 
1 appointments 
II 
3192 
I 
248 
174 
198 
I 1320 
280 192 60,268 
I 
I I 180 I 45 
I 
l 
------------------------------------------------------------------ II ~- .~ --== \l""' =- =- = =- --=--=- cc===='tl ====-= 
Ji 
' 
ji 
I 
II 
jl =~~··L 
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11 appointments. 
1 Fisher and Pendery devote some space to information needed in 
making appointments and to the time element, including use of calendar 
pads and appointment books. Finkelhor excludes the subject. Reigner 
gives brief information in regard to an appointment schedule and then 
presents an assignment. Gregg covers very briefly preparation for 
appointments during the course of the day's work. Illustrations on 
two duties relative to the main subject are included in this textbook. 
The Charters and Whitley list gives support to the opinion by 
Beamer, Hanna, and Popham in particular in regard to this classification 
of duty because three of the duties connected with this duty come 
within the first 10 per cent of the list. 
Duties Concerned with Transportation 
Table XII shows data in relation to the transportation of persons 
and goods. A knowledge of the making of an itinerary is considered 
important by all authors. Considerable detailed instruction is given 
by Beamer, Hanna, and Popham,covering all types of travel information 
and the attending to travel detai ls. This includes duties during the 
absence of the employer and the planning of the work properly on the 
return of the employer. Only one textbook, that by Beamer, Hanna, and 
Popham, includes information regarding preparing the boss's briefcase, 
although Faunce and Nichols do mention it incidentally. 
The topics of making hotel reservations and planning travel details 
are considered necessary to the secretary, as each of these topics is 
53 
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Author 
1 
Faunce Beamer Fisher 
Duties and Hanna Finkel- and 
Nichols Popham Reigner Gregg hor Pendery 
Wds:Ill:Wds:Ill:Wds:Il1:Wds:Il1:Wds:I1l:Wds:Il1: 
Totals 552 5704 1960 4572 1330 6630 
c. & w. 
Rank 
Number 
I~' --------------------------------------------
1 Handling transpor-
tation of persons 
I 
Planning 
I itineraries 264 
1
1 Making hotel 
II 
reservations * 
Arranging for 
I
I tr~v~l funds 
i Orgam.zmg papers 
I
, for employer's 
I briefcase * 
,I 
II 
Organizing worl<: on 
! employer's return 288 
lj Planning for 
, travel 
: By ship 
By train 
By bus 
By air 
I By automobile 
I 
* 
* 
* 
1 Preparing for trans-
portation of goods 
II By freight 
1 By water 
1
! By express 
,! Using shipping 
1 terminology 
160 312 480 
1190 I 434 
584 
444 I 540 I 492 I 
180 20 504 
732 
148 
422 
1228 I 
62 
422 
260 
496 
276 I 230 
48 I 
826 I 1428 I 340 
72 
98 I 288 I 200 
294 576 
60 
308 I 672 
216 I 
132 
2214 I 
300 
480 
348 
420 
120 
636 
504 
280,719 
89 
177,207, 1 
357 
406 
109 
334,367 
367 
54 
covered by four textbooks, although not the same ones. Most I 
I 
transportation that the secretary is required to arrange is relative to ! 
the railroad and air service, although traveling by bus is also covered 
by three textbooks and mentioned incidentally by one other. 
The subject of transportation of goods is included by three 
textbooks to a slight degree only, so that this duty is not considered. 
too important to the secretary. 
Illustrations are not used to any extent relative to these duties, 
although Gregg does include illustrations on six topics. 
The Charters and Whitley list shows that the making of hotel 
reservations and the planning for travel by railroad are rather 
commonly performed duties, as the former is number 89 on the frequency 
of performance list and the latter number 109. The planning of 
itineraries, though not so frequent as the duties just mentioned, is 
one that is performed fairly often as it is number 280 on the frequency 
list. Duties on transportation of goods are performed rather 
infrequently and appear in the 3001s on the frequency list. 
Miscellaneous Duties 
Table XIII shows a list of miscellaneous duties which are contained 
in one or more of the textbooks. The handling of callers is included 
by all authors except Finkelhor and is covered extensively. Three of 
these textbooks also illustrate this subject. All authors except 
Reigner and Gregg include some material on the topic of organizing the 
work in the office. Reigner does illustrate this point, however. 
· s 
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TABLE XIII. MISCELLANEOUS DUTIES 
Author 
Faunce Beamer Fisher 
Duties and Hanna Finkel- and c. & w. 
Nichols Po;eham Reigner Greg~ hor Pendery Rank 
I Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill:Wds:Ill: Number 
I 
I 
I Totals 14196 15509 1176 2676 Boo 10704 
II 
li 
I! Abstracting 231,1-t.05, 
I articles 5o4 I 727,816 I 
I Preparing speeches 164,201, 
1 and articles 300 243,727 II 
I . h 
1 Preparmg a ouse 
204 426,779 I organ 
li Organizing and re- 213,225, 
11 cording meetings 912 3447 I 5244 232,369, 
11 
446,575 
II Writing minutes 918 I 312 360 564 I 104,121, 1 
li 446,493, 
I 497,548 Corporation 
minutes 1004 170 384 
Handling callers 5160 I 2690 I 1176 2160 I 2664 25,47, 
II 285 II 
II . . k 436,438, :1 jOrganl zm g wor 
1 of the office 459,565 i\ 
1
: Planning daily 28,32,38,1 
1
j routine 4164 2454 270 1044 78,85, 
111,115, 
139,181, I 
246,334 I 
Scheduling 
" 
periodic jobs 984 
1. I 
It Learning about 
'I ! organization 948 I 4996 I I I 
jl Meeting and talk-
,j ing with office 
I personnel 2028 
' 
II 
II 
I 
Faunce and Nichols discuss this subject rather extensively. Four 
textbooks give considerable attention to the subject of writing 
minutes - to such a degree that the writing of minutes is considered 
sufficiently important as to be included in all secretarial textbooks. 
Organizing and recording meetings, a much broader subject than writing 
minutes only, is included rather thoroughly by three authors. This 
includes subjects from the reserving of the meeting room to the 
follow-up work after the meeting and gives full responsibility to 
the secretary. 
The other subjects are considered by only one textbook in each 
case except for one subject, which is covered by two textbooks. 
Consequently, the abstracting of articles, the preparing of speeches and 
articles, and the preparing of a house organ are not considered too 
important to the secretary. Learning about the organization is 
considered as a definite responsibility of the secretary by Beamer, 
Hanna, and Popham and Faunce and Nichols. Faunce and Nichols also 
include the meeting and talking with office personnel as a definite 
secretarial responsibility. 
Fifteen of the frequency numbers in the Charters and Whitley list 
relating to topics on this subject are among the first 150 on the list. 
The handling of callers, the writing of minutes, and the organizing of 
the work o£ the office are the main topics covered by these frequency 
numbers, and there is definite agreement from the analysis that these 
are the most important according to the authors. 
5 
Summary of Duties 
Table XIV summarizes Tables II to XIII, inclusive, on the number 
of words devoted to each main classification of duty by each textbook. 
The total number of words is then translated into pages for each 
textbook. Definite agreement exists as to certain duties which are 
considered to be a necessa~ part of a textbook for a course in 
Secretarial Practice on the college level. All authors include the 
handling of mail; filing and indexing; use of the telephone, telegraph, 
cable, and radio; handling of money; printing, proofreading, and editing; 
the use of office machines; use of business and legal forms; making of 
reports and summaries; securing of information; and the arranging for 
transportation. All textbooks do not cover all phases of these subjects, 
but the topics are covered to an extent that the authors agree that the 
subjects are important to the work ' of a secretary. 
All but one textbook cover the handling of callers and the 
handling of appointments. All but two textbooks cover organizing the 
work of the office and writing minutes. Three cover the subject of 
organizing and recording meetings. Two textbooks include learning 
about the entire organization, while only one author includes 
abstracting articles, the preparing of speeches and articles, the 
preparing of a house organ, and the meeting and talking with office 
personnel. 
A difference of opinion exists as to how much space and time 
should be devoted to the major secretarial subjects. Considerable 
disagreement also exists as to what duties should be included in a 
58 
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'11 TABLE XIV. SUII:IlviARY OF DUTIES !~================================================ 
I 
l1 Duties 
Faunce 
and 
Nichols 
Words 
! Handling of Mail 32664 
I 
I . 
~~ Filing and Indexing 12000 
l
i Using telephone, tele-
graph, cable, and 
I radio 7944 
J1 Handling of Money 5402 
'I; Printing, proofread-
ing, and editing 4992 
Using Office Machines 1977 
I Using Business and 
t Legal Forms 276 
I 
1 Making of Reports 
I and Summaries 2292 
I Securing of Informa-
l 8 1' tion 322 
II 
I 
Handling of Appoint-
ments 5988 
i 
Arranging for Trans-
portation 
I Abstracting Articles 
I Preparing Speeches and 
1\ Articles 
l Preparing a House Organ 
I 
Organizing and Record-
l ing Meetings 
\i Writing Minutes 
I, 
\
1 Handljng Callers 
552 
912 
5160 
Beamer 
Hanna 
Popham 
Words 
34552 
5868 
6158 
8460 
334 
11174 
8318 
10330 
5996 
1314 
5704 
3447 
1922 
2690 
Author 
Reigner Gre_gg 
Words Words 
11522 
1848 
4832 
7098 
1538 
6972 
6818 
1134 
2114 
280 
1960 
1176 
17850 
6360 
6168 
8400 
6612 
4200 
5652 
99 
4034 
192 
4572 
204 
312 
2160 
Fisher 
Finkel- and 
hor Pendery 
Words Words 
5350 
630 
2840 
2610 
200 
1360 
3100 
1660 
860 
1330 
530 
20000 
4176 
7452 
10812 
4620 
4296 
5268 
4248 
4200 
1500 
6630 
504 
300 
5244 
948 
2664 
I 
'I 
I )I 
I 
II I II 
' .0 jr 
I 
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TABLE XIV CONTINUED. SUMMARY OF DUTIES 
Author 
Faunce Beamer Fisher 
Duties and Hanna Finkel- and 
Nichols Po;eham Reigner Gregg hor Pendery 
Words Words Words Words Words Words 
/I Organiz:ing Work of 
I' the Office 5148 2454 270 1044 
-~ Learning about Entire 
I Organization 948 4996 
1 Meeting and Talk:ing 
I 
with Office 
I Personnel 2028 
II 
II 
II Total Number of 
1/ Words 91511 113717 47292 66815 20740 83906 
II 
II 
II Total Number 
r 
.I of 
'i Pages 305. 03 379.-05 157.6 222 •. 7 69 .1 279.7 
I 
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textbook of this nature beyond the accepted main secretarial duties. I 
The method of treatment given by the various authors differs to 
II 
a very great extent. Four of the textbooks, those by Faunce and Nichols , 11 
Beamer, Hanna, and Popham, Gregg, and Fisher and Pendery1 are 
especially interested in the use of narrative. The latter also uses 
specific job instructions for use when using the workbook or for 
reference at any time. These brjng out many secretarial techniques 
which help to make a first-class secretary. Finkelhor and Reigner give 
little explanation and expect the student to use his own judgment and 
initiative in performing the required tasks. Textbooks vary in the 
amount of content devoted to secretarial duties, in the duties which 
they include, and also in the manner in which this content is 
developed. 
Many of the main classifications of secretarial duties which are 
accepted by all authors come within the second 10 per cent of the 
frequency list of Charters and Whitley. Many others which are included 
by a number of the authors also are around the fifth 10 per cent and 
even beyond. This is understandable because some of the authors have 
included items which in some instances are handled by employers only. 
Many of the authors of the textbooks have accepted them as a par t of 
the duties of the secretary, nevertheless, and bring out the idea that 
more is expected of the secretary today. 
Review Questions, Problems, and Exercises 
Table XV shows the number and kinds of review questions, questions 
'· 
I 
I 
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-TABLE XV. 
II REVIEW QUESTIONS, ffi.OBIE1v5, AND EXERCISES ffiESENTED IN EACH TEXTBOOK 
' 
Questions, problems, 
and exercises 
II Handling Mail 
Faunce 
and 
Nichols 
Review questions 
Questions for discussion 
Problems 
Write letters 
General business 
Reservations 
Appointments 
Fill-in 
Form and follow-up 
Reference 
Transmittal 
From dictation 
For arrangement and 
punctuation 
For expression 
Concerning employer's 
personal business 
Answers to letters 
For criticism 
I Prepare dictation check 
· list r: 
11 Develop transcription 
check list 
I! Copy letters 
'I Underscore and annotate 
li letters 
II Address envelopes 
I 
Business 
i Inter-office 
i Window 
Compute postage 
Make carbon copies 
Correct mailing list 
Type labels 
Make abstracts 
I 
r1 Make notations on 
l1 carbon copies 
Type inter-office 
memorandums 
Type lists 
Type correct ed copy 
Number in Each Textbook 
Beamer 
Hanna Finkel-
Popham Reigner Gregg hor 
7 
5 
3 
2 
l 
l 
2 
l 
1 
l 
3 
l 
l 
l 
2 
l 
l 
1 
16 
3 
3 
24 
2 
2 
19 
1 
l 
l 
l 
2 
1 
6 
1 
19 
15 
2 
12 
17 
l 
3 
l 
4 
5 
3 
1 
Fisher 
and 
Pendery 
10 
rr 
II TABLE XV CONTINUED. QUESTIONS, PROBIE:MS, AND EXERCISES 
II Number in Each Textbook 
Faunce Beamer 
and Hanna II
' Questions, problems, 
and exercises 
li 
Nichols Popham Reigner 
r Handling Mail (cont'd) 
Type postal cards 
Use record forms in 
handling incoming 
mail 
Determine letter 
costs 
Mail letters or forms 
Summarize domestic 
postal services 
Summarize special 
postal services 
Take dictation and 
transcribe 
Questions on readings 
Questions for 
discussion 
Problems 
Arranging and typing 
the transcript 
Questions on readings 
Questions for 
discussion 
Problems 
Composing business 
letters 
Questions on 
readings 
Questions for 
discussion 
Problems 
· Letter forms 
Questions for discussion 
jJ Filing and Indexing 
· Review questions 
1
'1 Questions for discussion 
i Problems . 
~1 . File alphabetically I Carbons of forms 
'\ Letters 
Lists 
Manuscripts 
Masters and stencils 
Telegrams 
1 
2 
1 
1 
27 
14 
4 
8 
6 
6 
9 
6 
4 
12 
9 
3 
1 
1 
Gregg 
Finkel-
hor 
1 
12 
12 
8 
3 
1 
1 
2 
Fisher 
and 
Pendery 
10 
10 
10 
'I 
: 63 
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and exercises 
Faunce Beamer Fisher \1 
and Hanna Finkel- and 
Nichols Po ham Reigner Gregg hor Pende I 
Filing and Indexing (cont 1 d) 
Make car ds and file in 
card index 
Index alphabetically 
and geographically 
Prepare report using 
geographic filing 
Using Telephone, Telegraph, 
I Cable, and Radio Review questions 
1
'1 Questions for discussion 
I Problem situations 
i Write telegrams 
'I Type Western Union 
money order 
Type "key11 words 
I; 
Make out memorandums of 
telephone calls 
Type procedure for 
dialing 
Record telephone calls 
Compose paper on placing 
long-distance calls 
I dl. 
1 Han J.ng Money 
1 Review questions 
1 Questions for discussion 
I Problems 
I 
Prepare bank reconcilia-
tion statement 
I Make out voucher checks 
I 
Write checks and stubs 
Write certified checks 
1
1 Write bank drafts 
Prepare sight drafts 
Write promissory notes 
Write trade acceptances 
Prepare commercial drafts 
Fill out postal money 
order blanks 
Fill in change memoran-
dum sheets 
29 
8 
1 
1 
1 
1 
11 
5 
3 
1 
1 
3 
1 
2 
1 
2 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
3 
2 
1 
1 
2 
1 
1 
1 
6 
1 
1 
1 
20 
20 
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TABlE X:V CONTINUED. QUESTIONS, PROBlEMS, AND EXERCISES 
II 
Questions, problems, 
and exercises 
Faunce 
and 
Nichols 
li Using Office Equipment 
· and Supplies 
;; Review questions 
11 Questions for discussion 
I· Problems 
I Pr · Bu · d 
I 
eparmg Slness an 
Legal Forms 
1
: Questions for discussion 
II Write from dictation 
Affidavits 
l Leases 
It Waivers 
it Fill out bill of sale 
II! Type 
II 
li 
I 
Abstract of title 
Lease 
Proxy 
By-laws 
Power of Attorney 
Bill of Lading 
Inventory 
Building alterations 
Building specifications 
Prepare 
Requisitions for supplies 
Financial statements 
Statements of account 
Backing sheet for legal 
documents 
Banking Routine 
Review questions 
Questions for discussion 
Problems 
Legal Work 
Review questions 
Questions for discussion 
Problems 
1
: Writing Reports and 
I Summaries 
11 Review questions 
Questions for discussion 
Number in Each Textbook 
Beamer 
Hanna 
Popham Reig!}er 
13 
6 
3 
1 
2 1 
1 
1 
1 
1 
1 
1 1 
1 
12 
5 
1 
15 
4 
3 
11 
6 
1 
1 
1 
1 
1 
2 
Fisher 
Fi_Tlkel- and 
Gregg hor Pendert 
1 
1 
1 
1 
2 
1 
1 
1 
1 
10 
10 
10 
10 
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t TABLE TI CONTINUED. QUESTIONS, PROBLEMS, AND EXERCISES 
Questions, problems, 
and exercises 
Writing Reports and 
Summaries (cont'd) 
Problems 
Faunce 
and 
Nichols 
Make summary of a report 
Prepare a business 
report 
Locating Information 
Review questions 
Questions for discussion 
Problems 
Prepare list of questions 
and sources of informa-
tion 
Prepare bibliography 
cards 
Obtain definitions and 
tabulate from 
dictionary 
Indicate diacritical 
marks 
1
1
' Handling Appointments 
1 Revievl questions 
IJ Questions for discussion ,, 
I Problems 
I Make out personal call slips 
:I Make out appointment 
1
, schedule 
1 Keep a caller's register 
, Record appointments on 
I own and employer's 
I. calendar ! Prepare a memorandum of I appointments 
Ill Arranging for Transporta-
l tion of People I Research questions 
I
I Questions for discussion 
I Problems 
II
, Plan itinerary 
Make hotel reservations 
Number in Each Textbook 
Beamer 
Hanna 
Popham Reigner 
3 
1 
12 
4 
4 
1 
1 
11 
5 
1 
1 
1 
2 
1 
13 
8 
3 
1 
1 
1 
1 
1 
Gregg 
Finkel-
hor 
2 
1 
2 
4 
1 
I' I 
ll 6 . 
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I, 
I 
Fisher 11 
and 
Pendery I! 
10 
10 
10 
li 
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r 
11 Questions, problems, 
Number in Each Textbook 
Faunce Beamer Fisher 
Jl and exercises and Hanna Finkel- and 
Nichols PoEham Reigner Gregg hor Pende!2 
11 Arranging for Transporta-
., tion of People (cont ' d) 
Read itineraries 1 
I Type itinerary 1 
I Check itinerary for 
I omissions 1 
b~ke out reservation 
slips for trip 2 
~~ Arranging for Transporta-
i tion of Goods 
I Review questions 13 
1 Questions for discussion 7 10 
I Calculate and prepare I invoices 1 3 
j! Fill out receiving slips 1 
I! 
Prepare express forms 1 
Prepare shipping labels 1 
lj 
li Organizing and Recording 
jl Meetings 
16 j Review questions 
j Questions for discussion 5 10 
Problems 2 
Prepare notices of 
meetings 2 
Typing minutes 1 
Displaying Statistical 
Material and Construct-
ing Graphs 
Review questions 13 
Questions for discussion 5 
Problems 4 
Prepare linear graphs 1 
Prepare bar graphs 2 1 l 
Prepare circular graphs 1 
Prepare columnar graphs 1 
I 
1
1 Following Procedures for 
Business Organization 
Review questions 10 
Questions for discussion 5 10 
Problems 4 
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TABLE XV CONTINUED. QUESTIONS PROBLEMS AND EXERCISES 1/ 
Questions 1 problems, 
and exercises 
Faunce 
and 
Nichols 
Handling Details on Invest-
ments and Insurance 
Review questions 
Questions for discussion 
Problems 
Summarize information 
for records on 
property 
Keep insurance record 
Organizing the Work of a 
Secretary 
Review questions 
Questions for discussion 
Problems 
Scope 
Questions for discussion 
I 
Building a Secretarial 
Personality 
Review questions 
Questions for discussion 
Cite ways for developing 
desirable qualities 
Evaluate yourself in 
terms of these qualities 
Add materials to workbook 
Securing a Position 
Questions for discussion 
Problems 
Answer interviewer's 
questions 
Write letters of appli-
cation 
I
, Answer advertisements 
Fill out application 
blank 
\! Analyzing Potentialities 
Review questions 
I Questions for discussion 
1• Prepare plan for develop-
JI ing background and serv---- 1 ing apprenticeship 
- --lr ---==--==-~-= 
i' 
II 
I 
,I 
Number in Each Textbook 
Beamer 
Hanna Finkel-
Po ham Reigner Gregg hor 
11 
5 
2 
1 
1 
6 
4 
8 
9 
1 
1 
6 
7 
6 
1 
6 
1 
1 
2 
2 
1 
1 
1 
Fisher-
and 
Pen de 
10 
10 
10 
10 
===-,!=---
:1 
II TABLE X:V CONTINUED. QUESTIONS, PROBLEMS, AND EXERCISES 
• 
Questions, problems, 
and exercises 
Faunce 
and 
Nichols 
I Making Good and Getting 
Ahead 
Review questions 
Questions for discussion 
Evaluate office manuals 
Check your development 
on personality traits 
since starting course 
What a Beginner Should 
Know (about working in a 
company) 
Questions for discussion 
Aids in Typing 
Questions for discussion 
1
• Keeping in Touch with the 
1 
Employer's Affairs 
1 Questions for discussion 
!working with others 
Questions for discussion 
Totals 
t- - ~-
0 
Number in Each Textbook 
Beamer 
Hanna 
Popham Reigner 
6 
5 
1 
1 
570 
1 
139 
Fisher 
Finkel- and 
Gregg hor Pendery 11 
10 
10 
10 
10 
0 218 280 
-II 
I 
for discussion, problems, and task performances called for by each 
textbook. 
The theory of Secretarial Practice may be learned th~ough reading 
and discussion, .. ·but skills can be learned only through pra~tice. All 
textbooks have accompanying workbooks which may or may not be used with 
the textbooks. In the case of Reigner such a large portion of the 
textbook is devoted to the actual performance of an assignment that the 
't 
textbook would not be worthwhile without the use of the laboratory 
budget, and these assignments would have to be performed to make the 
book of value. Finke hor presents actual steps in the performance of 
tasks in connection with the presentation of each lesson, and these 
tasks shotlld be performed to make the textbook worthwhile. The other 
four textbooks may or may not require the use of the workbook as a part 
of the course, although Beamer, Hanna, and Popham give many projects at 
the end of the chapters which may be performed without the use of a 
workbook. 
The textbook by Faunce and Nichols and that by Gregg are reading 
textbooks entirely. No space ts devoted to questions or problems of 
any kind except that in Gregg a few questions are asked at the 
beginning of the chapters and answered at the end of the respective 
chapters. The textbook by Beamer, Hanna, and Popham contains review 
questions on all topics except preparing manuscripts and securing a 
position. This textbook also contains questions for discussion on all 
topics except preparing manuscripts and contains problem situations on 
all topics except preparing manuscripts, arranging for transportation of 
goods, building a secretarial personality, analyzing potentialities, and 
I 
Jl 
i 
I 
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personality" II 
and "Analyzing your potentialities" are chapter headings as used by 
II 
1. Beamer, Hanna, and Popham. Fisher and Pendery include only questions 
"li for discussion, some of which are devoted to all topics included in all I 
I 
textbooks except using office equipment, displaying statistical 
material and constructing graphs, handltng details on investments and 
insurance, building a secretarial personality, and making good and 
getting ahead. This textbook includes some questions for discussion on 
chapters including what a beginner should know, aids in typing, keeping 
in touch with the employer's affairs, and working with others. 
II 
II 
I 
Reigner and il<'egg have assignments on those topics which are of the 11 
li 
i 
specific nattiTe of a duty but include no review questions, questions 
I 
I 
for discussion, or problem situations. The assignJnents in Reigner, 
work instruction projects in Finkelhor, and the projects in Beamer, 
Hanna, and Popham are of a similar nature. Beamer, Hanna, and Popham, 
however, include projects of a broader and more difficult nature. 
Reigner's textbook represents the extreme point of view in task 
performance. This textbook is made up principally of assignments and 
illustrative material with only enough narra-tive to furnish the 
information which is absolutely necessary for the carrying out of the 
work of the assignment. In many cases assignments are given without any 
accompanying narrative. This textbook and also that by Finkelhor is 
definitely a "trial and error" textbook. II In some instances the question 1 
arises as to whether the student is able to do the tasks without II 
considerable extra help. 
At the end of the chapters Finkelhor presents secretarial hints, 
=====-===-=-"= ===-
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I 
I 
rl 
·-·--·--
and throughout the chapters Fisher and Pendery present job instructions. 
These are valuable in performing secretarial tasks. The instructions in 
Fisher and Pendery are very thorough and give step by step procedures, 
including many secretarial tecru1iques. 
Summary: Two extremes are represented in the textbooks. Two of 
them require actual performances by the student and depend upon the 
exposition for the main part of the teaching material. Two of them 
have no questions, problems, or task-performing duties in the content 
of the textbooks but rely on the workbooks if the instructor wishes to 
use these workbooks. otherwise, the instructor may use material of his 
ovm choi ce, if any. No suggestion is made in either textbook as to haw 
this might be handled. 
One textbook presents instructions as to how to perform duties very 
thoroughly but gives only questions for discussion in the content of the 
textbook. However, reference is made at the end of the chapters to 
specific jobs Ln the workbooks which may be undertaken in conjunction 
i~th the textbook material. One textbook presents all types of 
questions, problems, and projects as well as reference readings with no 
reference to the workbook which may be used with the textbook. 
No agreement exists among the authors as to the best number and 
kind of questions to be included as is shown by the following data: 
Faunce & 
Nichols 
N Review questions 
Research questions 
Questions for discussion 
Problems 
0 
N 
E 
Performance of a duty 
Beamer 
Hanna 
Popham Reigner 
280 
13 
135 
75 
67 139 
· Finkel.-
Gregg hor 
N 
0 
N 
E 
218 
Fisher & 
Pendery 
280 
·- ------ ________________________ ____!! 
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II 
73 
' =====~~----=-;haracter and Personal Traits Mentioned in Each Textbook 
I Table XVI presents all character and personal traits mentioned 
throughout all textbooks and compares them to the Charters and Whitley 
rank numbers. 
The definitions of traits used by Charters and Whitley in the 
analysis of traits were determined through "trait-actions, or actions 
by which the possession of a trait is demonstrated. 111 The replies were 
then formulated into a table in rank order in accordance with the 
definitions. Some traits are assigned the same number. For instance, 
dependability and intelligence have a rank of three because each was 
designated as a desirable trait by the same number of interviewees. 
.An analysis was made by the writer to determine into what 
I il 
II 
II 
1: 
II 
!I !I 
II 
I 
I 
II 
classification of trait each one mentioned in the textbook should fall !I 
and the corresponding number from the Charters and Whitley list assigned l1 
il 
I 
to the trait. All traits should be interpreted in a positive manner 
to be desirable. 
Charters and Whitley did not include efficiency, personality, and 
knowledge because they considered them as strictly professional skills 
or too broad in scope. The secretarial textbooks mentioned these words 
as traits so many times that the writer included them to give the 
complete picture. 
A secretary must be able to perform in an efficient manner the 
duties required in a secretarial position no matter how diversified that 
position may be. The success of a secretary depends in great measure 
1Ibid. PP• 158-173 
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II TABLE XVI. CHARACTER AND PERSONAL TRAITS MENTIONED IN EACH TEXTBOOK 
I I Times Mentioned in Each ~extbook II 
Faunce Beamer Fisher c. & w. ,, 
Trait and Hanna Finkel- and Rank 
I, Nichols Po;eham Reigner Gregg hor Pendery Number II 
II u? II 1! Ability to get along 1 2 4 
li I\ Accuracy 119 44 21 17 16 24 1 
:I 4 I jj Adaptability 22 2 6 14 
I 
jj Adjustment 1 1 14 
II 
!i Alertness 42 5 3 3 2 30 
Ambition 3 5 32 I' 
I II 
! Appearance 5 7 1 1 2 7 9 I! 
I 
1 Attention 63 4 5 2 5 21 il 
II Attitude 9 1 3 2 4 43 
I! Businesslikeness 6 1 2 3 14 
j\ Capacity for work 1 14 
1 Carefulness 49 32 33 17 10 28 1 
II Charm 2 9 
!1 Cheerfulness 1 1 2 9 
I 1 6 28 j Cleanliness 
I' 2 39 \1 Cleverness 
11 Common sense 3 5 5 
I 
1\ Competency 5 3 13 1 7 3 
I 3 1! Completeness 13 37 
' Comprehension 8 1 2 1 3 
1 
No. 14 refers to the rank order of the trait, ability to get along, 
in the Charters and ~nitley list. 
'I 'i'6 
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I' TABLE XVI CONTINUED. CHARACTER AND PE~RSONAL TRAITS 
Times Mentioned in Each Textbook 
Faunce Beamer Fisher c. & w. I 
Trait and Hanna Finkel- and Hank 
Nichols PoEham Reigner Greg~ hor Pendery Number 
II 
Ji li Concentration 23 10 1 6 30 
I' Confidant 13 7 1 2 13 13 
,conscientiousness 5 1 1 21 
)Consideration 2 1 2 2 32 
I 
il Consistency 1 1 3 
1/ 
: Co-operation 5 Jl+ 9 3 3 13 li 
I Courage 7 1 2 32 
:I 11 Courtesy 45 12 4 7 2 20 5 II 
I' 
II Curiosity 3 32 
1Dependability 15 1 4 5 3 
Determination 2 1 4 30 
I Dignity 4 1 18 
I Diplomacy 2 1 8 
li Discretion 2 2 1 1 5 
1 1 5 i Discrimination I 
!Disposition 2 3 I 1 2 9 
I 
11 Ease 
of manner 1 1 Jl+ 
I 
I: Eagerness 2 1 1 5 
11 Earnestness 2 32 
59 38 2 7 6 23 Efficiency 
' 
'I Endurance 4 30 
Energy 4 1 2 30 
7 
II 
il 
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II TABLE XVI CONTINUED. CHARACTER AND PERSONAL TRAITS 
Times Mentioned in Each Textbook I' II 
Faunce Beamer Fisher c. & w. I I 
Trait and Hanna Finkel- and Rank 
Nichols Popham Reigner Gregg hor Pendery Number II 
II 
\1 Enthusiasm 1 2 32 
I 
I Enunciation 1 1 1 1 2.5 
1
1 
Etiquette 1 4 18 
IFacial expression 1 9 
II F . 1 1 4.5 i II aJ.r p ay I 
3 1 32 II Firmness 
II Forcefulness 2 32 II 
I Foresight 6 32 I I 
jFrankness 1 3 
I I 1Friendliness 5 2 6 9 
!Good grooming I! 2 6 1 14 9,28 
!Good manner 
I 
7 5 2 14 II 
!Good nature 2 9 II 
I 
I 
I 18 
1
1 Good taste, general 1 1 
\Good taste, dress 4 9,28 
I Graciousness 4 1 1 21 
I 11 1 4 5 21 
1
iHealth 
I 
!Helpfulness 1 3 5 
Imagination 22 1 32 
II t • Indus r~ousness 8 3 1 2 21 
Ingenuity 12 5 
I 
Initiative 15 6 3 4 4 13 5 
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TABLE XVI. CONTINUED. CHARACTER AND PERSONAL TRAITS ~ 11 
Times Mentioned in Each Textbook 
Trait 
Faunce Beamer Fisher C. & W. 'I 
and Hanna Finkel- and Rank 
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1
1 . 2 6 I I Integr~ty 0 1 1 7 21 1 
II 
II Intelligence 
I: Interest 
[i Judgment 
Keenness 
II 
:I Knowledge 
'I 
:\ Leadership 
I! Loyalty 
li Memory 
I
'Na turalness 
Neatness 
II orderliness 
l1 Originality 
jl 
I
. Patience 
I Perfection 
!· Perseverance 
I Persistence 
I, 
I! Pers onali ty 
/Persuasiveness 
I 
II Physical bearing 
Pleasantness 
·Poise 
82 
37 
44 
1 
11 
6 
23 
1 
12 
21 
1 
27 
11 
5 
5 
8 
2 
1 
14 
13 
2 
12 
2 
10 
2 
7 
5 
6 
18 
1 
6 
7 
2 
5 
3 
4 
1 
2 
2 
1 
1 
8 
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3 
2 
1 
6 
2 
3 
2 
8 
9 
1 
1 
1 
1 
2 
4 
l 
7 
3 
13 
27 
9 
7 
l 
8 
1 
2 
7 
18 
3 
6 
3 
11 
5 
30 
25 
25 
17 
19 
28 
39 
41 
1 
30 
30 
30 
9 
9 
19 
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I 
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TABLE XVI CONTINUED. CHARACTER AND PERSONAL TRAITS I' 
Times Mentioned in Each Textbook 
Faunce Beamer Fisher c. & w. l 
Trait and Hanna. Finkel- and Ra.nk 
Pendery Number I Nichols Popham Reigner Gregg hor 
I 
Politeness 1 1 5 I 
i Pressure (work under) 2 14 
II Priority 1 1 2 
I 
li 
11 Promptness 25 18 1 12 3 
l1 • Qm.ckness 55 10 1 1 9 11 
II Readiness 13 2 1 30 
II Refinement 1 1 18 
'I Regularity 8 3 
I 
II Reliability 9 1 3 
II Resourcefulness 14 5 1 1 1 41 
!\ Responsibleness 68 23 2 3 5 24 2 
I 
!!Responsiveness 1 14 
II Restraint 1 43 I I 
I\ Self-confidence 15 4 1 3 14 19 II 
j;self-control 5 1 2 43 II 
II self-reliance 1 5 I II 
I 
IJ self-respect 9 3 45 'I 
II Sense of humor 5 2 45 I 
lisinceri ty 2 1 2 45 
I· sociability 2 9 
!speed 59 7 3 13 4 16 11 
Straightforwardness 4 1 21 
-. 
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TABLE XVI CONTINl.lED. CHARACTER AND PERSONAL TRAITS 
I 
II Times Mentioned in Each Textbook I 
Faunce Beamer Fisher C. & W. J 
Trait and Hanna Finkel- and Rank I Nichols Po:eham Reigner Gregg hor Pendery Number I 
I Sympathy 
li 
2 1 32 I, 
System 5 1 3 4 .28 
II 
Tact 5 17 2 6 2 10 8 
Temperament 5 9 
j Thoroughness 10 3 1 6 2 37 
!I Thoughtfulness 5 6 2 2 2 32 
Tolerance 2 8 
Trustworthiness 7 6 2 1 2 13 
Versatility 3 1 1 43 
Voice 11 9 4 2 2 5 25 
Willingness 10 5 9 37 
I Totals 1324 474 156 173 76 496 
~~ ========================~ 
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1
[ on the possession of character and personal traits considered by 
1: 
li 
I li 
II 
II 
il 
employers to be an important part of the makeup of a secretary. Skill 
without these traits is not enough. If a secretarial practice textbook 
is to deal thoroughly with the requirements of a secretary, these 
character and personal traits should be included. According to the 
dictionary, a trait is a "distinguishing feature or quality of mind or 
1 
character." 
All authors except Finkelhor express the stimulating of the 
development of personality as a purpose. Three of the textbooks 
including Finkelhor express the development of proper work habits as a 
purpose. Finkelhor has included some of the traits for the development 
even though the preface did not include this as a purpose. These traits 
have been treated to a far less degree by Finkelhor than by the other 
textbooks. Beamer, Hanna, and Popham include a chapter on "Building a 
secretarial personality;" Fisher and Pendery have paragraphs at the end 
of most chapters called "Personality and Work Habits;" and Faunce and 
Nichols include one chapter called 11Efficiency and Personality," and 
another called 11 The Industrious Secretary." Along with these chapters 
character and personal traits are also interwoven throughout the 
textbooks. The other three textbooks devote no chapters or sections to 
these traits but include various trai ts in the reading. Most of the 
textbooks keep the prospective secretary aware of the importance of 
character and personal traits at all times. Reigner devotes the first 
assignment to a self-rating personality test and requests that this 
1 
Funk and Wagnalls College Standard Dictionary 
I 
II 
It 
II 
II 
I 
I 
I 
I, 
1: 
I 
I 
,I 
blank be filled out three times during the course to check improvement 
in these personality traits. 
I 
,J The textbook by Beamer, Hanna, and Popham contains problems at the 
I 
end of the chapters, many of which create various types of situations 
which call for the use of some of the traits in the solving of the 
problems. The five traits in the order of the number of times mentioned J 
are accuracy, efficiency, carefulness, responsibleness, and personality 
and promptness. If a rank number appeared in the chart more than once 
because more than one trait was mentioned the same number of times, all 
are included as only one for the total of five. 
The five traits in the order mentioned by Faunce and Nichols are 
accuracy, intelligence, responsibleness, attention, and efficiency and 
speed. Gregg presents them in the order of accuracy and carefulness, 
speed, intelligence and persuasiveness, personality, and courtesy and 
efficiency. Fisher and Pendery mention these traits in the order of 
carefulness, knowledge, accuracy and responsibleness, efficiency, and 
courtesy. 
Finkelhor mentions the traits in the order of accuracy, carefulness, 
efficiency, responsibleness, and neatness, initiative, and speed. No 
other textbook mentions traits so seldom. 
Reigner teaches character and personal traits in the performance of 
assignments. Carefulness and initiative are constantly required in the 
performance of these tasks. Reigner mentions traits in the order of 
carefulness, accuracy, personality and judgment, cooperation and 
attention, and courtesy, loyalty, and voice. 
The first 10 traits for all authors combined according to total 
·I 
I 
I 
I 
=J __ 
I' 
,I 
I 
I 
i 
! 
number of times mentioned are in the order of accuracy, carefulness, 
efficiency, responsibleness, intelligence, speed, courtesy, judgment, 
quickness, and personality. Every one of these traits is mentioned by 
every textbook with the exception of the trait of quickness, which is 
not mentioned by Reigner. 
The textbooks for the most part are stressing the traits as they 
are set up according to highest frequency ranking. The Charters and 
Vlhitley list gives the ten most desired traits as accuracy, 
I 
II 
I 
I 
I 
I 
responsibleness, dependability, intelligence, courtesy, initiative, 
judgment, tact, personal pleasantness, and personal appearance. 
Sunnnary: All of the textbooks include the topic of the 
development of character ruld personal traits in some way. This is 
accomplished in the following ways: 
1. A desire for these traits is developed by showing why they 
are necessary and the ways in which they are helpful 
2. A chart for self-analysis is presented by one textbook 
3. Questions, problems, and projects are presented requiring the 
use of these traits 
4. Behavior habits are developed through the repeated requirement 
of the use of traits and the continuous mentioning of these traits 
5. Personality is integrated throughout the textbooks by the 
attention called to them in many varying situations through the reading 
and the projects. 
6. Most textbooks in Secretarial Practice emphasize the 
development of character and personal traits,and the traits required by 
employers according to the Charters and ~bitley list are stressed. 
= =-~ -- ==!!==== ·--
1' 
'I 
i' i 
! 
I 
I 
I 
II 
II 
II 
I 
I 
i 
II 
I 
I 
ll 
CHAPTER V 
SU1vfilffi.RY OF FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS 
This study was one of making a comparative analysis of current 
textbooks in secretarial practice. In making this study, the 
following objectives were established: 
1. To determine the purposes of the textbook as stated by the 
author 
2. To determine the secretarial duties discussed in the content 
of each textbook and to compare these duties with the list of 
secretarial duties compiled by Charters and Whitley 
3. To determine the topics covered by illustrations presented 
in each textbook 
4. To determine the number of questions, problems, and projects 
presented in each textbook 
S. To determine the character and personal traits emphasized by 
each textbook and to compare the traits with the list of traits 
compiled by Charters and ~nitley 
When a comparison of the purposes of the secretarj.al practice 
textbooks had been made, no complete agreement was found to exist 
among the authors. 
A. All purposes combined indicate that the following purposes 
should be covered in the contents of a secretarial training textbook 
for use as a finishing course on the college level: 
1. To give information about and instruction in the duties of a 
private secretary 
=, -= - -- -o=-_ - --
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the students with actual business procedure and 1: 
II 
2. To acquaint 
customs 
3. To provide proble~~ for use with workbook 
4. To stimulate the development of personality 
5. To develop proper work habits 
6. To present special secretarial techniques 
7. To provide for individual differences in learning ability 
and interests 
B. To use as reference book as well as textbook to aid in 
efficiency and professional development 
Definite agreement exists among the authors as to the inclusion 
of secretarial ,duties in a secretarial training textbook such as the 
handling of mail; filing and indexing; the use of the telephone, 
telegraph, cable, and radio; the handling of money; printing, proof-
reading, and editing; the use of office machines; the use of business 
and legal forms; the making of reports and summaries; the securing of 
information; and the arranging for transportation. All authors do not 
cover all phases of these subjects, but the topics are covered to an 
extent that the authors agree that the subjects are important to the 
work of a secretary. The additional duties presented by the authors 
differ, and the extent and method of handling differ considerably. 
B. The conclusion is dravm from a summary of these duties that all 
textbooks of secretarial practice on the college level should contain 
material on the handling of appointments, writing of minutes, 
handling of callers, and possibly on organizing and recording of 
meetings, and organizing the work of the office. Sufficient instruction 
I 
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and explanation should be presented in a textbook for secretarial 
practice to allow the student to understand the operation clearly 
before he attempts a task-performing duty. 
The duties listed among the first 20 per cent in the Charters and 
Whitley list are covered by most authors. Many duties which are much 
less frequently performed according to this list and some which are 
very low in the frequency of performance list are also included. This 
indicates that secretarial practice textbooks are considering some of 
the more technical aspects of the work of the secretary and, therefore, 
are written to include the secretarial position of high caliber. 
A large portion of the duties of the secretary are illustrated by 
most authors. In many cases illustrations ar e presented even though 
no narrative except the inscription at the bottom of the illustration 
1
1 
is presented. Letter writing, various styles of letters, indexing and 
II 
IJ filing, the telephone, business and legal forms, and machines are 
·. il particularly well illustrated. Considerable disagreement exists 
otherwise as to the number of illustrations necessary and as to what 
subjects these illustrations should be applied to obtain the best 
results. 
c. Secretarial textbooks tend to have sufficient illustrative 
material, both in quality and amount, on letter writing, filing and 
indexing, business and legal forms, and machines. However, no one 
text is amply illustrated based on the best illustrative elements of 
all texts. 
The textbooks differ greatly in the manner in which questions, 
problems, and projects are handled. Some authors rely upon little 
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exposition and require tasks to be performed in almost all cases, while 
others have only narrative and no questions, problems, or projects at 
all in the textbook. Workbooks may be used with any of the textbooks 
of this nature. 
D. The table set up in this thesis covering the kinds and number of 
questions, problems, and projects. indicates that authors do not agree 
as to the kind or nQmber of any of these various classroom or home 
work questions, problems, or projects. The extremes vary from none of 
any kind to many of all kinds. 
Character and personal traits are emphasized by all textbooks with 
the exception of that by Finkelhor. This exception may exist because 
the textbook by Finkelhor tends toward clerical projects rather than 
purely secretarial ones. The emphasis on these traits is accomplished 
by ~omplete chapters on the development of personality in some instances 
but is also integrated throughout the textbooks both in the material 
and projects. The mentioning of the traits in the material keeps the 
students conscious of them at all times, while many of the projects 
require the use of these traits without mentioning them. 
E. Textbooks L~ secretarial practice in general put a great deal of 
emphAsis on the development of character and personal traits. Most of 
the traits stressed by these textbooks coincide with the traits 
considered as most desirable for secretaries based on the Charters and 
Whitley list. 
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RECOMMENDATIONS 
Recommendation is made by the writer to the effect that further 
analysis should be made on duties considered in secretarial practice 
textbooks on the college level to determine the average time necessary 
to complete projects presented and in this way to determine how a 
course might best be handled as to its length and the number and kind 
of projects that should be included. 
The writer further recommends that an analysis be made as to the 
frequency of duties regarding the taking and recording of minutes of 
meetings to discover whether more attention should be given to this 
phase of secretarial work. 
An up-to-date analysis of secretarial duties is also recommended 
to determine the frequency of performance of duties. This would 
help especially in deciding to what extent the more technical phases 
of secretarial work should be covered by secretarial practice 
textbool<:s. 
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